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INTRODUCTION  TO  THE 
COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION  AND  LOGISTICS 


PURPOSE.  The  Commander's  Workbook  for  Administration  and  Logistics  was  created 
to  assist  Reserve  Component  (RC)  unit  commanders  in  the  supervisory  areas  of 
administration  and  logistics.  The  procedures  established  herein  are  intended  to 
provide  comnanders  with  a  working  knowledge  of  certain  functional  responsibilities 
of  Administrative  Supply  Technicians  (AST's)  and  Full  Time  Manning  (FTM)  personnel. 


APPLICABILITY. ^This  workbook  is  applicable  to  all  commanders  of  RC  company  and 
detachment  size  units.  ^ 

SCOPE. ^The  workbook  is  divided  into  five  (5)  groups.  Each  group  addresses  a 
major  functional  administrative/logistical  area;  Group  1,  Personnel;  Group  2, 
Administration;  Group  3,  Unit  Supply;  Group  4,  Food  Service;  and  Group  5,  Strength 
Maintenance.  Each  group  is  subdivided  into  specific  functional  responsibilities 
referred  to  as  modules,  zl _ _ 


GENERAL  COMMENTS:  The  Commander's  Guide  for  Administration  and  Logistics  was  pre¬ 
pared  by  the  Admin  Team,  Readiness  Group  Bragg,  for  use  by  unit  commanders.  Any 
questions  pertaining  to  this  workbook  may  be  addressed  to  the  Admin  Team,  AV  236-0219/ 
4104;  Commercial  (919)  396-0219/4104;  or  FTS  675-0219/4104.  All  information  contained 
herein  is  current  as  of  the  published  date.  The  responsibility  for  updating  regu¬ 
latory  guidance  within  the  functional  areas  rests  with  the  user. 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  PERSONNEL 
MODULE:  1-1 


1AA  FORM  143,  UNIT  MANNING  CHART 
(DELETED  PENDING  PUBLICATION  OF 
SIDPERS-USAR  UNIT  MANNING  REPORT 
PROCEDURES) 


REFERENCE: 
1A  REG  135-12 


COMMANDER'S  WORKBOOK  FOR 
ADM I N I ST RAT I 0N/L06 I ST I CS 


GROUP:  PERSONNEL 
MODULE:  1-2 


DA  FORM  1379,  US  ARMY  RESERVE  COMPONENTS 
UNIT  RECORD  OF  RESERVE  TRAINING 


REFERENCE: 
AR  140-185 
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MODULE  1-2 


DA  FORM  1379,  US  ARMY  RESERVE  COMPONENTS 
UNIT  RECORD  OF  RESERVE  TRAINING 


£ 

tr 

0 

} 


l 


TASK: 

CONDITION: 


STANDARD: 


REFERENCES: 


To  emphasize  key  aspects  of  DA  Form  1379,  US  Army  Reserve  Components 

Unit  Record  of  Reserve  Training. 

Given: 

1.  DA  Form  1379,  your  unit  copy,  and  guidance  within  this  module. 

2.  1AA  Form  143,  your  unit  copy,  unit  manning  chart,  or  SIDPERS- 
USAR  Unit  Manning  Report  (UMR). 

You  must  be  able  to: 

1.  Compare  DA  Form  1379  and  1AA  Form  143  or  SIDPERS-USAR  UMR  drill 
strength  and  Unit  Reserve  Personnel  Master  File  Strength. 

2.  Compare  DA  Form  1379  and  1AA  Form  143  or  SIDPERS-USAR  UMR  ele¬ 
ments  in  columns  a  through  f  match. 

3.  Compare  column  j  and  k,  1AA  Form  143  with  column  d.  Initial 
Active  Duty  Training  Status  Codes,  DA  Form  1379,  to  insure  they 
are  accurately  reported  for  enlisted  personnel. 

4.  Compare  other  data  elements  (columns  a  thru  f)  on  the  DA  Form 
1379  with  1AA  Form  143  to  insure  accurate  reporting. 

5.  Compare  drill  attendance  accounting  record  with  column  g,  DA  Form 
1379,  Attendance/Absence  symbols,  to  insure  accuracy. 

6.  Review  the  computer  recapitulation  of  the  units  Reserve  Personnel 
Master  File  to  insure  update  to  reflect  unit  assigned  drill  strength 
prior  to  submission. 

7.  Establish  controls  to  insure  submission  of  the  DA  Form  1379  within 
72  hours  of  completion  of  training. 

AR  140-158,  dated  15  September  1979,  Training  and  Retirement  Point 

Credits  and  Unit  Level  Strength  Accounting  Records,  as  modified  by 

1A  DA  Form  1379  Information  Bulletins. 


WHAT  TO  DO: 

1.  Insure  that  data  changes  to  DA  Form  1379  are  recorded  in  compliance  with  AR 
140-185.  (Ref:  Appendix  D,  AR  140-185,  and  1A  DA  Form  1379  Information  Bulletins). 
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2.  Insure  that  the  correct  attendance/absence  symbols  are  recorded  at  column  g, 
DA  Form  1379.  (Ref:  Item  #26c.  Appendix  D,  AR  140-185). 

3.  Insure  that  the  computer  recapitulation  of  the  units  RPMF  strength  is  updated 
to  reflect  drill  strength. 

4.  Authenticate  the  DA  Form  1379  and  insure  disposition  is  being  made  within 
72  hours  of  completion  of  training. 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  PERSONNEL 
MODULE:  1-3 


DD  FORM  93 

RECORD  OF  EMERGENCY  DATA 

!( 


REFERENCE: 
AR  600-10 
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MODULE  1-3 


DD  FORM  93,  RECORD  OF  EMERGENCY  DATA 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DD  Form  93,  Record  of 
Emergency  Data. 

Given  DD  Form  93  and  guidance  within  this  module. 

You  must  be  able  to: 

1.  Spot  check  Military  Personnel  Records  Jackets 

to  insure  accurate  preparation  of  the  DD  Form  93. 

2.  Identify  annual  review  requirements  of  the  DD  Form 
93  by  assigned  personnel. 

Chapter  11,  AR  600-10,  The  Army  Casualty  System. 


WHAT  TO  DO: 

1.  Insure  a  suspense  system  is  established  to  effect  the  review  of 
the  DD  Form  93: 

a.  During  outprocessing. 

b.  Upon  arrival  into  your  unit. 

c.  Annually,  during  the  birth  month.  (Reference  Para  11-3, 

Chapter  11 ,  AR  600-10). 

2.  Insure  that  all  DD  Forms  93  are  prepared  IAW  ChaDter  11,  AR  600-10. 
(Reference  Para  11-2,  Chap  11,  AR  6G0-10). 

3.  Insure  that  only  black  or  blue-black  ink  is  used  for  preoaration 
of  forms.  (Reference  Para  11-2,  Chap  11,  AR  600-10). 

4.  Counsel  unit  members  on  the  importance  of  the  DD  Form  93.  (Reference 
Para  11-1,  Chap  11,  AR  600-10). 


1-6 


DO  HO'  IO<  0  S'A*tl 

1  (KAMI  |  •  •  |l«  |  »  «f40«f'^C  «/**■»  COO<  >u  1* 

Mac  Adams,  John  Herman  Jr.  j  (AjM 

4  Simn^i  tMou 

Susan  B.  Jones,  1415  Rail  Fence  Ct.,  Anytown,  USA  11111 

t  CM*-  111* 
aot 

Jimmy  B.  Allen/SS/2Jan63 

Katy  C./D/5Jul71 

4  •  •>««.  <»>• 

Deceased 

f.arnl  F.  Brown  Mar.  Adams,  2430  Rose  Dr..  Any town,  USA  11111 

«  tMMlVMI,  *1  *<F>  0  6  "  Sd 

S**w  Qi  t»J4  AO  Am  *•"*••*• 

<D  *•  »«Y  »«4 

MWI  »**«•. 

t  In  »iOTi*v  IHSTIAO  ^ 

Carol  E.  Brown  Mac  Adams,  Mother _ ...  .  -  -  -  .  ~  . 

,  Susan  B.  Jones,  Wife  _ 

m  >»»■■—■>  o«'««n  >•■»»--<«. « 

«•>><  1*  C«<*' 

Susan  R.  Jones,  Wife 

'2  **.<*•**  .  r 

•x::z~ni.  n.^»trarrns  #3-692ii 

...  United  of  Omaha  #3922148 _ 

1J  CfM»rt%VAflON 


"SAMPLE  FOR  INSTRUCTIONAL  PURPOSES  ONLY" 

, 


COMMANDER'S  WORKBOOK  FOR  6 ROUP : 

ADMINISTRATION/LOGISTICS  MODULE: 


VA  FORM  29-8286, 

SERVICEMEN'S  GROUP  LIFE  INSURANCE  ELECTION 


REFERENCE: 
AR  608-2 


PERSONNEL 

l-k 
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MODULE  1-4 


VA  H)RM  SEMVICLMLN'S  GROUP  I  IK.  INSURANCE  ILK  t  ION 


TASK:  To  emphasize  key  aspects  of  VA  Form  29-8286, 

Servicemen's  Group  Life  Insurance  Election. 

CONDITION:  Given  VA  Form  29-8286  and  guidance  within  this 

module. 

STANDARD:  You  must  be  able  to: 

1.  Spot  check  Military  Personnel  Records 
Jackets  to  insure  accurate  preparation 
of  the  VA  Forms  29-8286. 

2.  Establish  a  system  to  insure  personnel 
are  interviewed  and  counselled  frequently 
to  insure  that  they  understand  the  purpose 
of  SGLI,  why  they  must  have  the  document 

on  file,  and  the  importance  of  keeping  this 
form  current. 

3.  Establish  a  system  to  insure  the  VA  Forms 
are  reviewed  and  updated  annually,  durino 
the  calendar  quarter  in  which  the  member's 
birth  month  occurs. 

REFERENCE:  AR  608-2,  Servicemen's  Group  Life  Insurance  ( SGL I ) - 

Veteran's  Group  Life  Insurance  (VGLI). 


WHAT  TO  DO: 

1.  Insure  all  members  have  an  understanding  of  the  requirement  to 
have  the  SGLI  election,  the  review  requirement  and  the  importance 
of  the  document.  (Reference  Para  1-4,  AR  608-2). 

2.  Insure  that  personnel  are  aware  of  the  confidentiality  of  the 
information  contained  on  the  document,  and  are  provided  the  Privacy 
Act  Statement.  (Reference  Para  1-4,  AR  608-2). 

3.  Insure  that  VA  Forms  29-8286  are  completed  IAW  the  instructions 
contained  on  the  forms.  Members  must  be  counselled  on  desicinating 
beneficiaries.  (Reference  Para  2-26,  AR  608-2).  If  "BY  LAW"  is 
entered,  it  must  be  entered  in  the  member's  own  handwriting.  (Reference 
Para  2-27,  AR  608-2). 
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4.  Insure  all  copies  are  completed  and  have  original  signature-.;. 
(Reference  Para  E,  reverse  side  of  VA  Form  29-8286). 

5.  Insure  each  Military  Personnel  Record  Jacket  and  Personnel 
Finance  Record  has  a  properly  completed  VA  Form  29-8286.  (Reference 
Rule  4,  Table  1-1,  Page  1-2,  AR  608-2). 
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>tKVilfcMfcN'*  URUUH  LIFE  INSURANCE  EUCIIUIN 


IMItiKTAMT  Tht*.  Imp,  , 
any  nth  ft  < 


.1  mm  Av  -4t  ttVe  til/  r Y  ABO  fttSt.KVt  Mh.MBt.KS  Tht *  U>tm  thu  s  „..t  y  > 

•'•n mrnt  1. 1  tv  tn  ■ur**fn  »*. 


USE  THIS 

FORM  FOR 


I.  REDUCING  OR  REFUSING 
INSURANCE 


2.  STATING  TO  WHOM  AND  HOW 
INSURANCE  SHOULD  BE  PAID 


|  <  On  tint  mrnik,  <-r«*4J »r< 

*i»Ml  *•*'»!  NAMt  Ml  DO.  i.  NAMC 


tn«!i  « *  cfMtngrM.  CumpMa  .*  now  (ivmi 
’TAiSi*  ri  ri_«ToA  oaaoi 


MAC  ADAMS,  JOHN  HENRY  JR 

KAMI  m  tif  SrMV.CI  . . I  mblu. 


Oj»«£N  r  Ou  I  i  cOCATlOM 


IAAMM  TlTL. 

„_SM 


HHO  i  PAC,  1st  Bde,  100th  Div  (TNG),  Winston-Salem,  NC  1111 


[  l.  REDUCING  OR  REFUSING  INSURANCE  J 

By  law  you  are  automatically  insured  for  $20,000.  If  you  do  nc 

nsurance  write  be 

ow  in  your  own  handwriting  j 

restored  only  by  written  request  with  proof  of  good  health  and  compliance 

g  fJ  UjTUl/  OerA^tO.  OOO 

with  other  raqui 

AM4AUU 

rements. 

t-Arv  a 

if  m 

1  2.  BENEFICIARYOES)  AND  PAYMENT  TO  BENEFICIARYf  IES)  (Read  instructions  C  jnd  Don  reverse)  f 

IMPORTANT  -  Vou  must  write  ir.  the  spaces  below 

( 1)  “By  Law"  m  your  own  handwriting  if  you  with  the  law  to  apply  (as  explained  on  reverse)  or, 

(2)  The  names  and  other  information  for  persons  you  want  to  receive  your  insurance. 

Insurance  is  paid  m  a  lamp  sum  or  36  equal  monthly  installments  at  the  option  of  the  beaeficiary(  ies 
der  “Payments  to  Beneficiary.''  payment  will  be  stade  only  in  36  equal  monthly  installments. 

a 

M  you  insert  "36”  un- 

[  i  DESIGNATE  THE  FOLLOWING  BENEFICIARIES  TQ  RECEIVE  PAYMENT  OF  MY  INSURANCE  PROCEEDS  AS  SHOWN  BELOW  f 

i 

COMPLETE  NAME  ANG  AOORESS  OF  EACH  BENCFiClARY 
(tt  married  "omen.  give  her  cmn  first  and 
meddle  names  end  husband’  *  tamt  name i 

relation¬ 

ship 

TO 

INSURED 

SHARES  TO  BE 
PAID  TO  EACH 
BENEFICIARY 
( Vee  tractions 

such  as 

1/2,  2/3  or  3/4) 

PAVMENTS  to 

SENEF.CiARY 
(Insert  '36 ’  *  it  only 
monthly  payments 
desired.  See  0 
on  reverse) 

**INC|PAl  fPir*0  + 

mm 

V  Q 

-  -1 

) 

_ 

V 

■  -1 

J 

t.nGEnT  (  Second  ■  It  onn».  -vj<  b,  ru-iiciary  die*  before  i 
ft  imtillmrt.;  pnvau  nt  .  t.,  ihr  arm  iput  bvru't K'nryi 


NUTb.  ti  r.iarr  tr.ar.  one  pn..c4f**J  ncficiary  is  named,  the  since  of  any  such  beneficiary  who  dies  before  me  siuil  beU»*UiDu:ed  vqiiuily 
*nu>ngthc  curv.vmg  prince.!.  1  curies.  J;  there  is  no  surviving  principal  beneficiary  the  proceeds  shall  Ik-  distributed  equally  to 

the  sunning  contingent  h»M*fK  lanes  This  Designation  of  Beneficiary  shall  be  void  if  none  of  The  designated  beneficiaries  is  living 
at  my  death  If  after  completion  oi  this  form  my  insurance  is  increased,  this  beneficiary  designation  shall  apply  to  the  full  amount  in 
farce  unless  a  new  de>ignjr.i>n  is  ,tude. 


I  UNDERSTAND  that  this  lorm  cancels  any  prior  beneficiary  or  payment  instructions  and  that  unless  f  have  named  the  benenciaryf  ies) 
above,  my  insurance  will  be  paid  under  the  “Provisions  of  the  Law”  as  explained  on  the  reverse  of  this  form 


V".%  >,ntr^  JtKm.  //a**y  Udimtjo 

/\  Ihh  W  f  P»  riul  fit  inti  f J 


04  Tt  COMPLETED 


lAtpft 


man*  riTve  on  caaoc  '  o»o»xi rAtio»« 


Qta  3 


29-8286. 


l.'.i.lfl  .8  KN«  >I||W>. 
Ml.  «»  t  Mi, |  HI  J  8*0 


/?4  /i*Mi  /r/f**it.  *»::  i 


T  '  *  ¥ 

member*  s  official  PERSONNft  - 
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IMPORTANT  -  READ  CAREFULLY 


PROVISIONS  OF  THE  LAW  FOR  PAYMENT  OF  INSURANCE 

f  H"  >>••:  ■-.in  a  Iti  >li.  min  in  leccivc  the  proceeds  of  your  msurum ..  it  mill  he  [mid  under  I  Ilf  provisions  of  (In'  law,  u> 
siirNivtit-s  in  thr  following  ordt'r 

1  W  irtow  or  n'ldoncr.  if  none,  it  is  payable  to 

2  ‘  hild  or  •  hildrer  m  equal  shares  with  the  sliare  of  any  deceased  child  distributed  among  the  descendants  of  that  child;  if 
nolle .  u  is  payable  to 

3.  Par«-misi  in  equal  sliares,  if  none,  it  is  payable  to 

-i .  \  iiui\  appointed  executor  or  administrator  of  the  insured's  estate,  and  if  none  to 

i>.  Ollier  lie  si  of  km. 

Nol  l-  If  \ on  do  not  want  your  insurance  paid  as  provided  above,  you  must  name  the  henefieiarv(ies)  in  Part  2. 

INSTRUCTIONS  TO  MEMBER 


GENERAL 


A.  Make  ,'eri.uii  you  romple.e  all  the  appropriate  item(s). 

P  Ml  i  :iir,e....  eveepi  the  siyuat  are  and  those  requested  to  be  in  your  handwriting,  should  be  typed  or  printed  in  ink. 

('.  '>!•>:;> \.\TiON  of  BENEFICIARY 

t 'omnlei i;m'  tins  tom.  wil.  cancel  any  prior  beneficiary  or  payment  instructions.  Y<-,j  should  write  “By  Law"  or  name  a 
beneficiary  nesi  in  Part  2  -  (See  “IMPORTANT"  on  front) 

Otero  an  im  rest  riel  ions  mi  the  beneficiaries  you  may  name.  In  some  family  situations  such  as  if  you  are  a  step-child  or 
step -patent  i-r  were  abandoned  by  a  parent  or  are  separated  from  your  wife,  etc.,  you  may  by  naming  beneficiaries 
specifically  m-'iude  or  exclude  certain  persons  as  you  desire. 

i  -  Lange  of  beneficiary  may  be  made  by  the  insured  at  any  time  without  the  knowledge  or  consent  of  the  beneficiary. 
ai.it  ihis  right  cannot  be  waived  or  restricted. 

\  lie  iipi.uion  of  Beneficiary  may  not  be  changed  by  correcting  entries  on  earlier  designations.  If  a  change  of  a  prior 
ae'-i;  :  „:i-.ir.  of  oene !i ciary  is  desired,  a  new  VA  Form  29-8286  should  be  comDleted  to  show  the  name(s)  of  the  new 

i»  .lei'ii-iaryites)  in  Part  2. 

X  No  designation  or  change  of  beneficiary  will  be  valid  unless  it  is  received  in  writing  over  your  signature,  by  your 
i '.hli  irmed  Service,  before  your  death. 

D  PAYMENTS  TO  BENEFICIARY 

Ir  case  of  vm-r  death  the  beneficiary  can  elect  to  receive  the  insurance  in  a  single  payment  of  the  face  value  or  in  36  equal 
mom  ft. y  m: -alimcnis.  If  you  so  desire  you  can  limit  a  beneficiary  to  receiving  the  insurance  in  36  equal  monthly 
installment.-  bv  inserting  "36''  in  the  space  provided  on  the  front  of  the  form. 

Mam  reri.i:;.  at.  utrev  copies  of  this  form  are  completed  and  signed. 

DIRECTIONS  TO  UNIFORMED  SERVICES 

•  M.ii  i  s-.r.  "ny  Law"  or  beneficiary identification  appears  in  Part  2. 

W 

•  The  pe'si >nr,e;  cr  oihe-r  responsible  activity  should  explain  to  the  membr  the  need  for  naming  beneficiaries  in  family 
s-t i. .ii-  Mi'-r  a.--  ti.o-.i-  referred  to  under  C  above.  Also  if  a  member  is  designating  a  beneficiary  other  than  would  be 
i -I".-  -  -'icii-r  iiiN  family  circumstances,  yn-  “unusual  Beneficiary  Designations”  Servicemen’s  Croup  Life  Insurance 
ii.iimi.iKii.  Va  'iandbool;  29-75-1. 

•  iHi-  f.irm  must  be  signed  and  dated,  below  the  signature  of  the  member,  by  an  authorized  representative  of  the 

1  mtor.tied  Service. 

•  This  fin  n  properly  executed,  is  authority  to  a  pay  roll  office  to  reduce  the  deductions  for  insurance  purposes  or  not  to 
make  such  deductions,  if  tin  amount  of  insurance  is  changed  or  canceled. 

•  Disposition  of  copies 

•  o|.y  1  •  Must  b<  promptly  filed  in  the  official  personnel  file  of  the  member.  j 

* 'opt  -  To  Member  This  copy  for  informational  purposes  only. 

'  ■>"  -  I  '  'ii  THE  UNIFORMED  SERVICES  AND  RESERVES  USE  DO  NOT  SEND  TO  THE  OFFICE  OK  SERVICE 
MIN'S  GROUP  1.1*-**-  INSURANCE  OR  TO  THE  VETERANS  A  DM '  N'LSTR  ATI  ON . 


1-el  2 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  PERSONNEL 
MODULE:  1-5 


DA  FORM  201, 

MILITARY  PERSONNEL  RECORDS  JACKET 


REFERENCES: 
AR  640-10 
AR  140-241 
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MOOULE  1-5 


DA  FORM  201,  MILITARY  PERSONNEL  RECORDS  JACKET 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DA  Form  201,  Military 
Personnel  Records  Jacket. 

Given  DA  Form  201  selected  from  your  unit  and 
guidance  within  this  module. 

You  must  be  able  to: 

1.  Identify  the  categories  of  file  material  within 
The  DA  Form  201  (Permanent,  Action  Pending, 
Temporary). 

2.  Spot  check  DA  Form  201  to  determine  if  minimum 
documentation  is  on  file. 

3.  Identify  the  documents  that  must  accompany  the 
MPRJ  for  personnel  in  and  outprocessi ng. 

AR  640-10,  Individual  Military  Personnel  Records. 

AR  140-241,  Personnel  Records. 


WHAT  TO  DO: 

1.  Insure  that  controls  are  established  to  preclude  unauthorized 
access  to  privacy  information  in  the  MPRJ.  (Reference  Para  1-12, 
AR  340-21). 

2.  Insure  that  controls  'are  established  to  request  missing  MPRJ 
for  newly  assigned  members.  (Reference  Para  5,  AR  140-241). 

3.  Insure  that  records  are  forwarded  for  members  departing  your 
unit.  (Reference  Chap  2,  AR  640-10). 

4.  Insure  that  minimum  documentation  is  on  file  in  the  MPRJ  for 
each  member.  (Reference  Chap  3,  AR  640-10). 
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COMMANDER'S  WORKBOOK  FOR  GROUP: 

ADM I N I STR AT I ON/LOG I ST I CS  MODULE : 


DA  FORM  2, 

PERSONNEL  QUALIFICATION  RECORD  -  PART  1 


REFERENCE: 

AR  640-2-1 
AR  680-29 
1A  REG  140-41 

1A  LETTER,  AFKA-PA-RC,  SUBJECT  DA  FORM  1379 
INFORMATION  BULLETIN  FOR  APRIL  1980, 
DATED  25  MARCH  1980 


PERSONNEL 

1-6-1 


1-15 


MODULE  1-6-1 


DA  FORM  2,  PERSONNEL  QUALIFICATION  RECORD  -  PART  1 


TASK:  To  emphasize  key  aspects  of  DA  Form  2,  Personnel  Qualification 

Record  -  Part  I 

CONDITION:  Given  DA  Form  2  selected  from  your  unit  and  guidance  within  this 

module. 


STANDARD: 


REFERENCE: 

I! 


You  must  be  able  to: 

1.  Spot  check  DA  Form  2  within  your  unit  to  determine  the  document 
is  updated  as  changes  occur. 

2.  Establish  controls  to  insure  DA  Form  2  for  Commissioned  and 
Warrant  Officers  are  posted  indicating  the  height,  weight,  and 
the  date  height  and  weight  were  obtained.  A  copy  of  the  DA 
Form  2  must  be  returned  to  1A,  ATTN:  AFKA-PA-RC.  (Reference 
1A  letter,  AFKA-PA,  dated  25  October  1978,  Subject:  Reporting 
Procedures  for  Officer  Weight  Control  Program). 

3.  Use  the  DA  Form  2  to  determine  utilization  of  individual  soldiers 
based  upon  their  qualifications  as  indicated  on  this  and  other 
documents . 

1.  AR  640-2-1,  Personnel  Qualification  Records. 

2.  AR  680-29,  Military  Personnel,  Organization,  and  Type  of  Trans¬ 
action  Codes. 

3.  1A  Reg  140-41,  Use  of  Transcript  of  Master  Personnel  Record  and 
1AA  Form  134  to  update  the  Reserve  Personnel  Master  File  (RPMF). 

4.  1A  letter,  AFKA-PA-RC,  Subject:  DA  Form  1379  Information  Bulletin 
for  April  1980,  dated  25  March  1980. 


r 

J 

WHAT  TO  DO:  » 

1.  Insure  that  the  annual  reconciliation  DA  Form  2  prepared  by  1A  are  updated  with 
the  original  copy  returned  to  1A,  If  required.  (Reference  1A  DA  Form  1379  monthly 
transmittal  letter.  Subject:  Correction  of  DA  Form  1379),  and  1A  letter,  AFKA-PA-RC, 
Subject:  DA  Form  1379  Information  Bulletin  for  April  1980,  dated  25  March  1980. 

2.  Insure  that  Conmlssloned  and  Warrant  Officer  Annual  Reconciliation  DA  Form  2 
prepared  by  1A  are  updated,  posted  with  height  and  weight,  with  original  copy  returned. 
(Reference  1A  DA  Form  1379  monthly  transmittal  letter,  Subject:  Correction  of  DA 
Form  1379,  and  1A  letter,  AFKA-PA-RC,  Subject;  DA  Form  1379  Information  Bulletin  for 
April  1980,  dated  25  March  1980.) 
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MODULE  1-6-1 


3.  Establish  controls  for  supervising  the  preparation  and  maintenance  of  DA 
Form  2  and  insure  that  personnel  management  data  in  support  of  local  data  bases 
are  accurately  and  timely  submitted.  (Reference  para  1-2,  AR  640-2-1). 

4.  Establish  controls  to  preclude  unauthorized  access  to  privacy  act  information. 
(Reference  Para  1-4,  AR  640-2-1). 
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INSTRUCTIONS  FOR  ANNUAL  REVIEW  OF  DA  FORM  2 


25  Feb  80 


1.  References,  a.  AR  640-2-1. 

b.  AR  680-29. 

c.  1A  Cir  140-41. 

2.  A  computer  produced  preprinted  DA  Form  2  will  be  provided  monthly  for  those  reservists 
whose  birthday  fails  within  the  ensuing  month.  Upon  receipt  of  DA  Forms  2,  records 
custodians  will  insure  that  each  individual  reviews  their  records  for  the  purpose  of 
verifying  or  updating  information  contained  therein.  Computer  printed  entries  will  only 
be  lined  out  if  there  is  a  correction  or  change,  which  will  be  entered  above  the  original 
entry. 


3.  In  correcting  or  updating  DA  Form  2,  care  should  be  taken  to  make  sure  the  correct 
codes  as  shown  in  reference  lb  and  lc,  above,  are  used.  These  instructions  are  in 
addition  to,  or  modify  any  instructions  on  the  reverse  of  DA  Form  2.  Special  attention 
is  directed  to  the  following  additional  requirement  in  order  to  update  the  Reserve 
Personnel  Master  File  (RPMF) .  All  changes  or  corrections  to  the  DA  Form  2  will  be  used 
as  input  to  update  the  RPMF,  EXCEPT  as  specified  below. 

a.  Heading.  The  printed  SSN,  UIC,  ARCOM/GOCOM  code  and  sixteen  digits  of  last  name 
need  to  appear  above  Item  1  and  no  update  action.  Changes  to  these  items  will  be  made  in 
the  body  of  the  form  as  outlined  below. 

b.  Item  1.  Names  are  limited  to  twenty-five  (25)  spaces.  An  asterisk  ( *)  at  the 
end  of  the  name  indicates  a  name  in  excess  of  the  25  spaces.  No  hyphens  or  numerics  are 
authorized.  If  there  is  an  error  line  out  old  name  and  enter  correct  name  above. 

Complete  middle  names  are  required. 

c.  Item  2.  Changes  in  SSN  will  be  indicated  but  will  not  be  used  to  update  the  RPMF. 
If  a  change  is  required  insure  that  the  correct  information  is  entered  on  da  Form  1379 

in  accordance  with  AR  140-185. 

d.  Item  4.  Change  in  Military  Personnel  Class  will  be  indicated  but will  not  be  used 
to  update  the  RPMF.  Change  will  be  posted  to  DA  Form  1379  in  accordance  with  AR  140-185. 

e.  Item  5.  As  of  date  DA  Form  2  was  produced  from  information  on  RPMF.  No  update 
or  change  will  be  made. 

f.  Item  6.  Indicates  an  "ANNUAL"  requirement.  No  update  or  change  will  be  made. 

g.  Item  8.  The  space  is  being  utilized  to  print  ARGO  and  TCC  code  to  which  reservist 
is  assigned.  No  update  or  changes  will  be  made. 

h.  Item  9.  under  GRADE  in  this  block  are  3  sub-blocks  as  described. 

(1)  PROM  IND:  For  officers  and  warrant  officers  only  the  Promotion  Consideration 
Code  (PCC)  will  be  printed,  nodes  are  listed  in  Note  9,  1A  Cir  140-41.  If  a  change  is 
required  the  authority  for  change  will  be  annotated  at  the  bottom  of  the  form  in  Section 
VII  in  unit  3  block.  No  change  will  be  used  to  update  the  RPMF  without  authority. 

(2)  AMR  and  CODE,  changes  in  grade  or  rank  abbreviation  or  code  will  be  indicated 
but  will  not  be  used  to  update  the  RPMF.  If  a  change  is  made,  insure  the  correct  informa¬ 
tion  is  entered  on  DA  Form  1379  together  with  the  authority  and  Data  of  Rank  in  accord¬ 
ance  with  AR  140-185. 

1.  Item  10.  Tear,  month,  day  of  Date  of  Rank  (DOR) .  Corrections  to  Date  of  Rank 
that  do  mot  involve  changes  to  grade  or  rank  will  be  used  to  update  the  RPMF  for  enlisted 
personnel  only.  Date  of  Rank  for  offi ears  and  warrant  officers  will  bs  indicated  but 
will  not  be  used  to  update  the  RPMF  unless  a  copy  of  the  order  or  authorization  for  the 

This  supersedes  Inclosure  1  to  latter,  AFXA-PA-RC,  this  hssdqusrtsrs ,  24  Fabruary  1978, 
subject:  correction  of  DA  Forma  1379. 


Inclosure  1  to  Mar  80  DA  Form  1379  Information  Bullatin 


change  is  attached.  Change  in  this  item  will  affect  the  promotion  eligibility  of  the 
officer/warrant  officer. 

j.  Item  11.  (Officers  and  Warrant  Officers  only).  If  a  change  in  either  basic 
branch  or  detail  branch  then  quote  the  authority  on  the  bottom  of  the  form,  for  warrant 
officer  a  constant  ”wo"  will  be  basic  branch.  No  change  will  be  posted  without  authority. 
The  block  for  "CONTROL”  under  branch  is  not  used  in  the  USAR. 

k.  item  12.  Indicates  a  voluntary  reservist.  No  change  to  printed  data  required. 

l.  Item  13.  Use  codes  listed  in  paragraph  1-103,  Kk  680-29.  The  code  is  printed 
in  the  "CODE"  block.  In  the  " ABBR"  block  is  the  abbreviation  for  the  code. 

a.  Item  14.  (1)  Enlisted  -  year,  Month,  Day  of  ETS,  changes  because  of  extension 

of  enlistment  or  immediate  reenlistment  will  be  indicated  but  will  not  be  extracted  from 
DA  Form  2  and  used  to  update  the  RPKF.  Corrections  to  the  ETSj  not  due  to  previous 
sentence,  will  be  designated  with  an  (£)  in  pencil  after  the  corrected  date  and  will  be 
used  to  update  the  RPMF .  Insure  all  changes  are  coapatible  to  what  is  reported  on 
JUMPS-FC. 

(2)  Officers  and  Warrant  Officers.  This  item  is  overprinted  with  "DETS"  which  is 
the  date  the  member  is  eligilble  for  Transfer  to  the  Standby  Reserve  as  reflected  on  DA 
Form  3726.  If  incorrect  line  out  and  enter  correct  date  above.  Date  cannot  be  greater 
than  MRD  (Item  SI) . 

(3)  In  the  lower  right  corner  of  Block  14  is  a  code  which  is  the  Initial  Active 
Duty  Training  Status  code  (ACD) .  See  page  D-5  and  b-6,  AR  140-185  for  codes.  Any 
changes  for  this  code  will  be  made  on  DA  Fora  1379  in  accordance  with  AR  140-185. 

n.  Item  16.  Changes  to  this  item  will  be  indicated  but  will  not  be  used  to  update 
the  RPMF.  If  changes  are  made,  insure  the  correct  information  is  entered  on  DA  Form 
1379  so  the  RPMF  can  be  updated.  The  following  guidance  will  be  followed: 

(1)  Enlisted  Personnel.  PMOS  and  PASI  must  be  valid  codes  as  outlined  in  AR  611- 
201,  with  the  seat  recent  changes.  Cara  will  be  taken  to  insure  skill  digit  is  compatible 
to  grade. 

(2)  Warrant  Officers.  PMOS  and  PASI  must  be  valid  codes  as  outlined  in  AR  611-112, 
with  the  most  current  changes. 

(3)  Officers.  Primary  specialty  skill  Identifiers  (PSSI)  end  Primary  Additional 
Skill  Identifiers  (PASI)  must  he  valid  codas  as  outlined  in  AR  611-101  with  the  most 
currant  changes. 

o.  Item  18.  Changes  or  additions  to  this  item  will  be  in  accordance  with  guidance 
for  Item  16  (1),  (2),  and  (3)  above. 

(1)  Enlisted  Personnel  and  Warrant  Officars.  Entry  will  reflect  secondary  MOS  (SMOS) 
and  Secondary  ASI  (SASI) ,  and  cannot  be  the  same  as  the  PMOS /PAS I  as  shown  in  Item  16. 

(2)  Officers.  Entry  will  reflect  Additional  Speciality  Skill  Identifiers  (ASSI) 
and  the  Alternate  or  Second  Additional  Skill  Identifiers  end  cannot  be  identical  to  the 
PSSX/PASX  as  shown  in  Item  16. 

p.  Item  20.  Changes  to  this  item  will  be  indicated  but  will  not  be  used  to  update 
the  RPMF.  If  changes  are  made  insure  correct  information  is  entered  on  DA  Form  1379  in 
accordance  with  AR  140-185.  under  "DUTY*  there  art  blocks  "MOSC"  and  ’ASI*. 

U)  The  entry  under  "MOSC*  reflects  the  DNOS  for  enlisted  and  warrant  officers  and 
the  MSI  or  first  five  (5)  digits  of  the  Position  Requirement  Code  (PRC)  for  officers. 

(2)  The  last  digit  of  the  "MOSC”  block  is  the  Duty  Qualification  Code  (0KSQ)  which 
show  a  *C"  for  qualified  or  *N*  for  not  qualified. 

(3)  The  entry,  if  present,  under  the  "ASI"  block,  is  the  DAS I  for  enlisted  and 
warrant  officers  and  tbs  last  four  (4)  digits  of  Position  Requirement  Code  (PRC)  for 
offioera  (Reference  page  1-5,  AR  611-101) . 
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q.  Item  21.  For  enlisted  personnel  only.  The  Individual  Incentive  Status  Code 
(USD)  and  Individual  Incentive  Effective  Date  (IIED)  is  printed  in  the  appropriate  block. 
Codes  are  at  Note  4,  1A  Cir  140-41.  Any  changes  Mill  be  indicated  but  will  not  be  used 

to  update  the  RPMF.  The  DA  Form  1379  will  be  used  to  do  this  in  accordance  with  instruc¬ 
tions  in  AR  140-185. 

r.  Items  23  and  24.  Be  sure  correct  codes  are  reported  and  if  an  item  is  to  be 
deleted,  line  out  and  enter  DELETE  above  it.  Only  a  language  in  which  proficiency  has 
been  determined  in  accordance  with  AR  611-6  on  DA  Form  330  will  be  recorded.  See  para 
1-40,  AR  680-29. 


s.  Item  28.  Within  the  blocks  AERO  and  FLYS  are  printed  to  denote  current 
aeronautical  rating  and  flying  status.  The  AERO  Code  (Note  1,  1A  Cir  140-41)  will  be 
reflected  under  CODE  and  FLYS  status  (1  on  flying  status  by  HQ  First  US  Array  Orders  and 
2  not  on  flying  status)  under  EFFECTIVE  DATE.  Both  codes  must  be  corrected  at  the  same 
time  by  lining  out  old  codes  and  entering  new  codes  above.  AERO  and  FLYS  must  be  compat¬ 
ible;  compatibility  between  AERO  and  PM0S,  PSSI/ASSI,  and  PASI/AASI  is  checked,  and  FLYS 
status  must  be  identifical  to  that  reported  on  JUMPS-RC. 

t.  Item  30.  Date  of  last  physical  examination  (year  and  Month  only)  is  printed. 

Must  not  be  over  four  years  old.  If  incorrect  line  out  old  date  and  enter  new  date 
above.  Always  report  Item  31  when  correcting/updating  this  item. 

u.  Item  31.  use  codes  listed  in  para  1-55,  AR  680-29.  Physical  Category  Code  must 
be  compatible  to  the  Physical  Profile  in  AR  611-201  for  PM0S  reported  in  Item  16  for  all 
enlisted  personnel.  Following  compatibility  chart  will  be  used: 


6  Digit  Physical  Profile  in  AR  611-201 
"1"  in  each  Position 


Current  Physical  Category  Code  Must  Be 
A 


”2“  in  at  least  1  Position,  but  no  “3“ 

or  "4"  A  or  B 

"3"  m  at  least  1  Position,  but  no  "4“  A-H,  J,  L,  M,  N ,  P,  or  U 

v.  Item  32.  Security  Clearance  Code  listed  in  para  1-104,  AR  680-29  will  be  used. 

Code  reported  must  agree  with  degree  of  clearance.  When  a  change  is  reported  then  the 
year  and  month  the  investigation  was  completed  will  be  entered  in  validation  block  and  must 
be  present  to  update  Security  Clearance  on  the  RPMF. 


w.  Item  41.  (Enlisted  Personnel  only)  Armed  Forces  Qualification  Test  Group  (AFQT) 
percentile  score  will  be  printed.  It  Is  required  for  all  enlisted  personnel  and  must  be 
compatible  to  the  PPN  under  which  the  reservist  enlisted. 


X.  Item  42.  <11  Highest  Military  Education  and  Code.  Code  only  the  highest  level 

of  military  education  completed.  For  officers  and  warrant  officers  this  itemmust  be 
completed.  For  enlisted  personnel  who  have  completed  some  level  of  NCO  school  enter  the 
proper  code.  Use  only  codes  in  Note  8,  1A  Cir  140-41.  The  abbreviation  for  all  codes 
appear  to  the  left  of  the  code  within  this  block. 

(2)  Civilian  Education  Codes  in  para  1-100,  AR  680-29  will  be  used.  For  personnel 
with  civilian  education  coded  prior  to  1  October  1978  code  4  and  5  are  valid  and  will  not 
be  changed  unless  status  is  changed.  Codes  A,  B,  C,  D  and  E  will  be  used  for  personnel 
coded  after  1  October  1978  or  when  the  status  has  changed. 

y.  Item  43.  This  space  will  be  used  to  record  Service  School  Enrolled.  Applicable 
to  Commissioned  and  Warrant  officers  only.  Codes  listed  below  will  be  used.  If  code  6A 
or  07  is  posted  also  show  Branch  Coda.  Example:  "6A  (EN)*. 

CODE  COURSE  DESCRIPTION 

01  National  War  College 

2A  National  Security  Management  Seminar  Program  (MSN)  (C) .  (Completed  by 
correspondence  only)  (486  hours) 

3M  National  Security  Management  Correspondence  Program  (MS“)  (S)  (360  hours) 

03  Army,  Navy  or  Air  War  College 
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CODE  COURSE  DESCRIPTION 

04  Armed  Forces,  Army,  Air  or  Navy  Staff  College 

5A  Any  of  the  US  Army  Command  and  General  Staff  College  Courses  or  Alternate 

5fc  Selective  Service  Extension  Courses 

6A  Officers  Advanced  or  Career  Courses 

AA  Warrant  Officer  Senior  Course  (WOSC) 

07  Officers  Basic  Branch  Courses 

06  Specialist  Courses 

09  Not  Enrolled 

z.  Item  45.  The  following  data  will  be  recorded  in  this  block: 

(1)  CGRD  -  Civilian  Grade.  Applicable  only  to  members  who  are  Federal  Employees. 
Only  the  following  codes  will  be  used: 

WG01  thru  WG15 
WL01  thru  WUS 
WS01  thru  WS19 
GS01  thru  GS18 

(2/  COCC  -  Civilian  Occupation.  Applicable  only  to  members  who  are  employed  full 
time  m  a  civilian  occupation.  Use  one  of  the  codes  listed  in  Appendix  E,  AR  680-29. 

(3)  EMPL  -  Civilian  Employer  Code.  Applicable  to  all  individuals  employed  full  time. 
Codes  listed  below  will  be  used.  If  code  ME"  is  reported  the  individual  Civil  Service 
Computation  Date  (YYMMDD)  will  be  entered  above  the  code;  in  this  case  both  items  are 
required  to  update  RPMF . 

ELECTED  OFFICIALS 

A  *  Elected,  US  Senate 

B  »  Elected,  US  House  of  Representatives 
C  =  Elected,  State  Official 

D  *  Elected,  Local  Official  (City,  County,  Town,  etc.) 

CIVILIAN  FEDERAL  GOVERNMENT  EMPLOYEES 

E  *  Legislative  Branch 
F  =  Judicial  Branch 

G  ■  Executive  Office  of  the  President 
H  *  Department  of  Agriculture 
I  *  Department  of  Co  amerce 
J  =  Department  of  Defense 
K  =  Department  of  the  Army 
L  -  Department  of  the  Navy 
M  *  Department  of  the  Air  Force 
N  ■  Department  of  Energy 

0  *  Department  of  Health,  Education  and  Welfare 
P  «  Department  of  Housing  and  Urban  Development 
Q  *  Department  of  Interior 
R  *  Department  of  Justice 
S  ■  Department  of  Labor 
T  *  Department  of  State 
U  *  Department  of  Transportation 

V  ■  Department  cf  Treasury 
w  *  US  Postal  Service 

X  ■  Veterans  Administration 

Y  *  Other  Federal  Agency 

OTHER  EMPLOYEES 

1  • 

Z  •  st*t*/Co««Dnw**ltl»/T*rritori*s 

1  ■  City/Ttnm/County ,  *tc. 

2  •  Print*  industry 

3  •  Salt’-  Eaployad 

4  •  Full-Tia*  Studant 

5  •  Unaaplovad 

4 
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aa.  I ten  46.  Pay  Entry  Base  Date  (PEBD) ,  Insure  this  item  agrees  with  PEBD 
reported  on  JUMPS-RC.  Item  reflects  year-month-day. 

ab.  Item  48.  The  year,  Month,  Day  of  the  Constructive  Cosstissioned  Service  Date 
(CCSD)  is  printed.  Applicable  for  Officers  and  Warrant  officers  only.  This  will  be  the 
date  of  acceptance  of  initial  appointment  or  the  date  of  acceptance  of  reappointment 
MINUS  PRIOR  commissioned  or  warrant  officer  service.  If  given  constructive  credit  in 
Item  "D"  of  the  appointment  letter  (AMEDD  and  JAGC  appointments)  then  CCSD  ■  date  of  the 
letter  MINUS  years,  months,  days  of  credit  granted.  If  appointed  in  BR-S  ”CH"  as  a  1LT, 
CCSD  *  3  years  prior  to  acceptance  of  the  appointment.  (See  AR  135-101,  AR  135-100  and 
use  1AA  Form  114) .  If  a  correction  is  made  then  the  MRD  and  DOB  must  be  verified,  use 
1AA  Form  114  to  recompute  MRD.  A  copy  of  the  1AA  Form  114  will  be  attached  to  the  DA 
Form  2  being  submitted  to  update  the  RPMF. 

ac.  Item  51.  The  Year,  Month,  Day  of  the  Mandatory  Removal  Date  (MRD)  is  entered 
in  the  block.  1AA  Form  114  (Jun  79)  will  be  used  to  compute  this  date.  If  changed  a 
copy  of  the  computation  (1AA  Form  114)  will  be  attached.  For  officers  authorized  reten¬ 
tion  until  age  60,  and  for  all  warrant  officers,  the  MRD  will  be  adjusted  to  the  last  day 
of  the  month  in  which  he  becomes  60. 

ad.  Item  52.  Item  reflects  year-oonth-day .  :  date  is  corrected  for  officers  and 

warrant  officers  recompute  the  MRD  using  1AA  Form  114. 

ae.  Item  53.  Item  contains  RACE  Abbreviation  and  CODE  for  that  race.  Use  one  of 
the  following  codes. 

C  -  Caucasian 
N  -  Negro 

R  -  Red  American  Indian 
M  -  Yellow,  Asian/Mongoloid 
X  -  Other 

af.  Item  54.  Item  contains  SEX  and  CODE.  Code  M  for  Male  and  F  for  Female. 

ac.  Item  55.  Item  contains  Religious  Denomination  Code.  Codes  are  listed  at  Note 
3.  1A  Cir  140-41. 

ah.  Item  56.  This  is  the  Source  of  Commission  (SRCE)  for  officers  and  warrant 
officers;  the  codes  are  at  Note  6,  1A  Cir  140-41,  and  Source  of  Original  Entry  (SDE)?  for 
enlisted  personnel  with  the  codes  listed  at  Note  7,  1A  Cir  140-41. 

ai.  Item  59  and  60.  "or  marital  and  dependency  status,  codes  are  located  in  para 
1-101,  AR  680-29.  Use  of  correct  code  causes  number  of  dependents  to  be  printed  in  Item 
60. 


aj.  Item  62.  This  will  be  printed  for  officers  and  warrant  officers  only  and  is  the 
date  the  last  officer  efficiency  report  was  submitted.  Change  will  be  indicated  but  will 
not  be  used  to  update  the  RPMF.  This  information  is  coded  by  the  Officers  Branch,  HQ 
First  US  Array,  and  AFKA-PA-ROP  is  responsible  for  updating  this  item. 

ak.  Item  68.  Program  Procurement  Number  (PPN)  is  printed.  Officer's  PPNs  are 
located  in  AR  601-110.  Enlisted  Personnel's  PPNs  will  be  extracted  from  DD  Form  4  or 
1966/1.  The  conversion  of  an  enlisted  PPN  to  prior  service  PPN  upon  reenlistment  was 
discontinued  in  January  1979.  PPNs  on  the  RPMF  will  not  be  changed  because  of  immediate 
reenlistment. 

al.  Item  70.  The  following  data  will  be  entered  in  this  block.  Basic  input  for 
Items  (1)  (2)  and  (3)  was  taken  from  Personnel  Suspense  Roster  (A47MBA)  submitted  semi¬ 
annually  to  HQ  First  US  Army. 

(1)  I RYE  -  Inclusive  Retirement  rear  Ending  (RYE)  bate.  This  is  the  year,  month, 
day  on  which  tlx  TPTS/YR  (next  two  items)  has  been  computed. 

(2)  TPTS  -  Total  Cumulative  Retirement  Points.  Total  retirement  points  as  of  IRYE 
data,  aut  not  be  less  then  YR  (next  item)  x  50.  Insure  1  point  is  included  for  each  day 
of  active  duty. 
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(3)  YR  -  Total  Number  of  Satisfactory  Years  of  Service  Towards  Retirement  as  of 

I RYE  Date.  Active  duty  service  or  reserve  duty  in  which  a  minimum  of  SO  points  per  year 
has  been  earned. 

(4)  SGLI-  Serviceman's  Group  Life  Insurance.  Use  codes  at  Note  2,  1A  Cir  140-41. 
Must  be  identical  to  what  is  reported  on  JUMPS-RC. 

( SI  ETH  -  Ethnic  Group.  Use  codes  in  para  1-29,  AR  680-29. 

am.  Item  83.  Unit  Identification  code  (UIC)  of  member  as  reported  on  RPMF.  If 
reservist  has  changed  unit  of  assignment  correct  UIC  code  in  this  itam. 

an.  Section  VIII.  Local  Data.  The  requirements  of  letter  this  headquarters,  AFKA- 
PA-K,  dated  25  October  1978,  subject.-  Reporting  Procedures  for  Officers’  Weight  Control 
Program  will  be  complied  with,  except  that  weight  control  data  will  be  entered  in  this 
section,  or  if  additional  space  is  required  in  Section  VII  on  Unit  3  line.  Reservist 
will  sign  this  form  and  officer  verifying  this  data  will  sign  in  space  provided. 

4.  Upon  completion  of  the  review  by  the  reservist  and  update  procedure,  distribution 
will  be  made  as  follows: 

a.  Place  the  recent  original  copy  (RECORD  COPY  1)  in  the  individual’s  201  file. 

The  previous  (old)  original  copy  of  DA  Form  2  currently  on  file  should  be  given  to  the 
individual  for  his  personal  files. 

b.  Return  the  duplicate  copy  (UNIT  COPY  2)  to  HQ  First  US  Army,  ATTN:  AFKA-PA-RC. 
Returned  annotec  copy  will  be  used  to  update  the  RPMF  as  described  herein.  If  additional 
copies  are  received,  they  will  be  destroyed  but  not  returned  to  HQ  First  US  Army,  Insure 
update  information  provided  is  legible. 

5.  Only  DA  Forms  2  with  "ANNUAL’’  in  Item  6  and  computer  produced  by  HQ  First  US  Army 
will  be  returned.  Copies  of  any  DA  Form  2  initiated  (typed)  at  unit  level  or  from  other 
sources  will  never  be  provided  this  headquarters. 

6.  if  forms  are  received  by  a  unit  for  individuals  who  have  transferred  to  another 
Reserve  unit,  annotate  Section  VII  with  the  new  unit  identity  and  UIC  and  forvarO  them 
to  the  gaining  unit  for  appropriate  action.  If  individuals  have  been  discharged  or 
transferred  to  a  RCPAC  Control  Group,  destroy  those  DA  Forms  2. 

7.  If  an  individual's  records  are  unavailable  because  of  reclassification,  promotion 
board,  etc,  hold  the  DA  Form  2  and  complete  the  review  as  the  records  become  available. 

8.  Cover  letters  and/or  transfer  documents  are  not  required  when  returning  DA  Form  2. 

9.  Under  normal  circumstances,  the  annual  review  of  DA  Form  2  should  be  completed  and, 
copies  returned  to  this  headquarters  within  two  months  after  receipt  by  the  unit.  This 
will  result  in  a  more  timely  update  to  the  RPMF  and  both  the  unit  and  individual 
reservist  will  benefit. 
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DA 

FORM 
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PREFACE 


This  handout  has  been  provided  to  assist  those  individuals 
charged  with  maintaining  PART  1  -  Personnel  Qualification  Record 
(DA  Form  2). 

This  handout  incorporates  the  requirements  of  Inclosure  1, 
to  March  1980,  DA  Form  1379,  Information  Bulletin  and  satisfies 
the  requirements  of  AR  640-2-1. 

There  will  be  no  changes  published  to  this  handout;  therefore, 
if, you  use  this  handout,  you,  the  user,  must  pay  close  attention 
to  changes  issued  to  AR  640-2-1  as  well  as  all  First  US  Army  DA 
Form  1379,  Information  Bulletins,  announcing  First  Army  Require¬ 
ments  . 
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HEADING  (Perm) 


The  printed  SSN,  UIC,  ARCOM/GOCCM  Code  and  sixteen  digits  of  last  name  need 
to  appear  above  Item  1  with  no  update  action  required.  Changes  to  these 
Items  will  be  made  in  the  body  of  the  form.  (See  Figure  1.) 


ITEM  1  (Perm) 


Enter  the  individual’s  LAST  NAME,  space,  FIRST  N/WE,  space,  MIDDLE  NAME, 
space,  SUFFIX  (if  applicable).  All  capital  letters.  Within  names,  spaces 
and  punctuation  must  be  edited  out.  Names  are  limited  to  twenty-five  (25) 
spaces.  An  asterisk  (*)  at  the  end  of  a  name  indicates  a  name  that  is  in 
excess  of  25  spaces.  If  there  is  an  error,  line  out  old  name  and  enter 
correct  name  above.  (See  Figure  1.) 


^ _ JONES _ 

i.  mm 

JONES.  JOHN  JACOB  JR. 

(FIGURE  1) 


ITEM  2  (Perm) 


Enter  the  individual's  Social  Security  Number  with  a  hyphen  following  the 
3d  and  5th  digits.  (See  Figure  I.) 


ITEM  3 


Leave  this  item  blank. 


ITEM  4  (Pencil) 


Enter  the  military  personnel  class  code.  (See  code  #42,  AR  680-29)  (See 
Figure  2. ) 


0  --  Officer 
E  --  Enlisted 
W  —  Warrant  Officer 


ITEM  5  (Pencil) 


As  of  date  DA  Form  2  was  produced  from  information  on  RPMF  for  "ANNUAL" 
forms,  enter  the  date  prepared  for  manually  prepared  forms  (YYMMDD). 
(See  Figure  2). 


ITEM  6  (Permanent) 

Indicates  an  "ANNUAL"  requirement.  No  update  or  change  will  be  made. 
Enter  "NON-SIDPERS"  if  manually  preparing  the  form  on  newly  assigned  per¬ 
sonnel.  NON-SIDPERS  forms  will  not  be  forwarded  to  First  Army. 


ITEM  7 


Leave  this  item  blank. 


ITEM  8  (Permanent) 


This  space  is  being  utilized  to  print  ARGO  and  TCC  Code  to  which  reservist 
is  assigned.  No  update  or  changes  will  be  made.  (See  Figure  2). 


1 1  -  IOf  NTIFICATION  Aftfcti  TCC 
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(FIGURE  2) 


ITEM  9  (Pencil) 


Under  GRADE  in  this  block  are  three  sub-blocks.  (See  Figure  3). 

PRCM  IND:  For  officers  and  warrant  officers  only,  the  Promotion  Consideration 
Code  (PCC)  will  be  printed.  Codes  are  listed  in  Note  9,  Appendix  C,  1A  Reg 
140-41.  If  a  change  is  required,  the  authority  for  change  will  be  annotated 
at  the  bottom  of  the  form  in  Section  VII  in  Unit  3  block. 

ABBR  and  CODE:  Enter  the  grade  abbreviation  and  code  (See  Code  #29,  AR  680- 
29).  Changes  in  grade  or  rank  abbreviation  or  code  will  be  indicated. 

com 


£j 

(FIGURE  3) 
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ITEM  10  (Pencil) 


Year,  month,  day  of  DATE  OF  RANK  (YYMMDD).  Change  in  this  item  will  affect 
the  promotion  eligibility  of  the  officer/warrant  officer.  (See  Figure  4). 


ITEM  11  (Pencil) 


Officers  and  Warrant  Officers  only.  If  a  change  in  either  basic  branch 
or  detail  branch  then  quote  the  authority  on  the  bottom  of  the  form.  For 
Warrant  Officer,  a  constant  "WO"  will  be  basic  branch.  The  block  for 
"CONTROL"  under  branch  is  not  used  in  the  USAR.  (See  Figure  4). 


ITEM  12  (Permanent) 


Indicates  a  voluntary  reservist.  Enter  "RES"  and  "V".  No  change  to  printed 
data  required  on  annual  forms.  (See  Figure  4). 
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(FIGURE  4) 


ITEM  13  (Pencil) 


Enter  the  abbreviation  and  code  for  term  of  service.  (See  Code  #103, 
AR  680-29).  (See  Figure  4). 


ITEM  14  (Pencil) 


Enter  the  ESA  or  ETS  DATE  (YYMMDD).  Enlisted  —  year,  month,  day  of  ETS, 
changes  because  of  extension  of  enlistment  or  Immediate  reenlistment  will 
be  indicated.  Corrections  to  ETS  not  due  to  immediate  reenlistment  will 
be  designated  with  an  (E)  In  pencil  after  the  corrected  date  and  will  be 
used  to  update  the  RPMF. 


Officers  and  Warrant  Officers.  This  item  is 
the  date  the  member  is  eligible  for  transfer 
fleeted  on  DA  Form  3726.  If  Incorrect,  line 
Oate  cannot  be  greater  than  MRD,  (Item  51). 


overprinted  with  "DETS"  which  Is 
to  the  Standby  Reserve  as  re- 
out  and  enter  correct  date  above. 
(See  Figure  4). 
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In  the  lower  right  corner  of  Block  14  is  a  code  which  is  the  Initial 
Active  Duty  Training  Status  Code  (ACD).  See  page  D-5  and  D-6,  AR  140- 
185  for  codes.  All  changes  of  this  code  will  be  made  on  DA  Form  1379. 


ITEM  15 


Leave  this  item  blank. 


ITEM  16  (Pencil) 


Enter  the  three-character  primary  SSI  Code  for  officers. 

—Warrant  Officers  will  have  f ive-character  MOS  codes  entered  using  a  "0" 
(Zero)  suffix  if  no  other  suffix  has  be^n  awarded. 

--Enlisted  personnel  will  have  the  five-character  MOS  codes  entered  including 
the  appropriate  SQI's  if  any. 

-Two-character  ASI's  will  be  entered  when  appropriate  for  all  personnel. 

(See  Figure  5). 


ITEM  17 


Leave  this  item  blank. 

ITEM  18  (Pencil) 

Enter  the  three-character  alternate  SSI  Code  for  officers. 

Enter  the  five-character  Secondary  MOS  Code  for  warrant  officers  and  enlisted. 
Enter  the  two-character  ASI's  when  appropriate  for  all  personnel.  (See  Figure  5). 

ITEM  19 

Leave  this  item  blank. 
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ITEM  20  (Pencil) 


The  entry  under  "MOSC"  reflects  the  DMOS  for  enlisted  and  warrant  officers 
and  the  DSSI  or  first  five  (5)  digits  of  the  Position  Requirement  Code  (PRC) 
for  officers. 

The  last  digit  of  the  "MOSC"  block  is  the  Duty  Qualification  Code  (DMSQ) 
which  shows  a  "Q"  for  qualified  or  "N"  for  not  qualified. 

The  entry,  if  present,  under  the  "ASI"  block  is  the  DASI  for  enlisted  and 
warrant  officers  and  the  last  four  (4)  digits  of  Position  Requirement  Code 
(PRC)  for  officers.  (See  Figure  5). 


ITEM  21  (Permanent) 


For  enlisted  personnel  only.  The  Individual  Incentive  Status  Code  (USD) 
and  Individual  Incentive  Effective  Date  ( 1 1  ED)  is  printed  in  the  appropriate 
block.  Codes  are  at  Note  4,  Appendix  C,  1A  Reg  140-41.  (See  Figure  5). 
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(FIGURE  5) 


ITEM  22 


Leave  this  item  blank. 


ITEMS  23  &  24  (Permanent) 


Enter  the  description  and  code  for  language(s).  (See  Code  #37,  AR  680-29). 
Only  a  language  in  which  proficiency  has  been  determined  in  accordance  with 
AR  611-6  on  DA  Form  330  will  be  recorded.  (See  Figure  6). 


ITEM  25 


Leave  this  item  blank. 
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ITEMS  26  &  27  (Pencil) 


Enter  code  for  incentive  pay(s).  (See  Code  #34,  AR  680-29).  Enter  the 
effective  date(s)  (YYMMDD).  (See  Figure  6). 


ITEM  28  (Permanent) 


Within  the  blocks  AERO  and  FLYS  are  printed  to  denote  current  aeronautical 
rating  anf  flying  status.  The  AERO  code  (Note  1,  Appendix  C,  1A  Reg  140-11) 
will  be  reflected  under  code  and  FLYS  status  (1  on  flying  status  by  HQ,  First 
Army  Orders  and  2  not  on  flying  status)  under  EFFECTIVE  DATE.  Both  codes 
must  be  corrected  at  the  same  time  by  lining  out  old  codes  and  entering  new 
codes  above.  AERO  and  FLYS  must  be  compatible.  Compatibility  between  AERO 
and  PMOS ,  PSSI/ASSI,  and  PASI/AASI  is  checked  and  FLYS  status  must  be  identical 
to  that  reported  on  JUMPS-RC.  (See  Figure  6). 


ITEM  29  (Pencil) 


Enter  code  for  special  pay(s)  other  than  Flight  (see  Code  #71,  AR  680-29). 
Enter  the  effective  date(s)  (YYWDD).  (See  Figure  6). 


ITEM  30  (Pencil) 


Date  of  last  physical  examination  (year  and  month  only)  is  printed.  Must 
not  be  over  four  years  old.  If  incorrect,  line  out  old  date  and  enter  new 
date  above.  Always  report  Item  31  when  correcting/updating  this  item. 

(See  Figure  6). 


ITEM  31  (Pencil) 


Use  codes  listed  in  Para  1-55,  AR  680-29.  Physical  Category  Code  must  be 
compatible  to  the  Physical  Profile  in  AR  611-201  for  PMOS  reported  in  Item 


16  for  all  enlisted  personnel.  Following 
(See  Figure  6). 

6-Digit  Physical  Profile  in  AR  611-201: 

"1"  in  each  position 

"2"  in  at  least  one  position,  but  no 
"3"  or  "4" 

"3"  in  at  least  one  position,  but  no  "4" 


compatibility  chart  will  be  used: 

Current  Physical  Category  Code 
Must  Be: 

A 

A  or  B 

A-H,  J,  L,  M,  N,  P,  or  0 
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ITEM  32  (Pencil) 


Enter  the  degree  of  access  and  code.  Security  Clearance  Code  listed  in 
Para  1-104,  AR  680-29  will  be  used.  Code  reported  must  agree  with  degree 
of  clearance.  When  a  change  is  reported,  then  the  year  and  month  the 
investigation  was  completed  will  be  entered  in  validation  block  and  must 
be  present  to  update  Security  clearance  on  the  RPMF.  (See  Figure  6). 


ITEM  33 


Leave  this  item  blank. 


ITEM  34 


Leave  this  item  blank. 


ITEM  35 


Leave  this  item  blank. 


ITEM  36 


Leave  this  item  blank. 


ITEM  37 


Leave  this  item  blank. 


< 
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ITEM  38 


Leave  this  item  blank. 


ITEM  39 


Leave  this  item  blank. 


ITEM  40 


Leave  this  item  blank. 


ITEM  41  (Permanent) 


Enlisted  Personnel  only.  Armed  Forced  Qualification  Test  Group  (AFQT)  per¬ 
centile  score  will  be  printed.  It  is  required  for  all  enlisted  personnel  and 
must  be  compatible  to  the  PPN  under  which  the  reservist  enlisted.  (See  Figure 
7). 


ITEM  42  (Permanent? 


Highest  Military  Education  and  Code.  Code  only  the  highest  level  of  military 
education  completed.  For  officers  and  warrant  officers,  this  item  must  be 
completed.  For  enlisted  personnel  who  have  completed  some  level  of  NCO  school, 
enter  the  proper  code.  Use  only  codes  in  Note  8,  Appendix  C,  1A  Reg  140-41. 

The  abbreviation  for  all  codes  appear  to  the  left  of  the  code  within  this 
block. 

Civilian  Education  Codes  in  para  1-100,  AR  680-29  will  be  used.  For  personnel 
with  civilian  education  coded  prior  to  1  October  1978,  Codes  4  and  5  are  valid 
and  will  not  be  changed  unless  status  is  changed.  Codes  A,  B,  C,  D,  and  E, 
will  be  used  for  personnel  coded  after  1  October  1978,  or  when  the  status 
has  changed.  (See  Figure  7). 
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ITEM  43  (Permanent) 


This  space  will  be  used  to  record  Service  School  enrolled.  Applicable 
to  Commissioned  and  Warrant  Officer  only.  Codes  listed  below  will  be 
used.  If  code  6A  or  07  is  posted,  also  show  Branch  Code.  Example: 

"6A  (EN)\  (See  Figure  7). 


CODE 

COURSE  DESCRIPTION 

01 

National  War  College 

2A 

National  Security  Management  Seminar  Program  (MSM)  (C). 
pleted  by  correspondence  only)  (486  hours) 

(Com- 

2B 

National  Security  Management  Correspondence  Program  (MSM) 
(360  hours) 

(S) 

03 

Army,  Navy,  or  Air  War  College 

04 

Armed  Forces,  Army,  Air,  or  Navy  Staff  College 

5A 

Any  of  the  US  Army  Command  and  General  Staff  College  Courses 
or  Alternate. 

5B 

Selective  Service  Extension  Courses 

6A 

Officers  Advanced  or  Career  Courses 

AA 

Warrant  Officer  Senior  Course  (WOSC) 

07 

Officers  Basic  Branch  Courses 

09 

Not  Enrolled 

ITEM  44 

Leave  this 

item  blank. 

ITEM  45  (Permanent' 

The  following  data  will  be  recorded  in  this  bloc*  (See  Figure  8): 

— CGRAD  - 
Employees. 

Civilian  Grade.  Applicable  only  to  members  who  are  Federal 
Only  the  following  codes  will  be  used: 

WG01  thru  WG1 5 
WL01  thru  WL15 
WS01  thru  WS19 
GS01  thru  GS19 
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— COCC  -  Civilian  Occupation.  Applicable  only  to  members  who  are 
employed  full  time  in  a  civilian  occupation.  Use  one  of  the  codes  listed 
in  Appendix  E,  AR  680-29. 

--EMPL  -  Civilian  Employee  Code.  Applicable  to  all  individuals  employed 
full  time.  Codes  listed  below  will  be  used.  If  Code  "E"  is  reported, 
the  individual  Civil  Service  Computation  Date  (YYMMDD)  will  be  entered 
above  the  code;  in  this  case  both  items  are  required  to  update  RPMF. 

ELECTED  OFFICIALS 

A  =  Elected,  US  Senate 
B  =  Elected,  US  House  of  Representatives 
C  =  Elected,  State  Official 

D  =  Elected,  Local  Official  (City,  County,  Town,  etc) 

CIVILIAN  FEDERAL  GOVERNMENT  EMPLOYEES 

E  =  Legislative  Branch 
F  =  Judicial  Branch 
G  =  Executive  Office  of  the  President 
H  =  Department  of  Agriculture 
I  =  Department  of  Commerce 
J  =  Department  of  Defense 
K  =  Department  of  the  Army 
L  =  Department  of  the  Navy 
M  =  Department  of  the  Air  Force 
N  =  Department  of  Energy 

0  =  Department  of  Health,  Education,  &  Welfare 
P  =  Department  of  Housing  and  Urban  Development 
Q  =  Department  of  Interior 
R  =  Department  of  Justice 
S  =  Department  of  Labor 
T  =  Department  of  State 
U  =  Department  of  Transportation 

V  =  Department  of  Treasury 
W  =  Veterans  Administration 

Y  =  Other  Federal  Agency 

OTHER  EMPLOYEES 


Z  =  State/Commonwealth/Territories 

1  =  City/Town/County,  etc. 

2  =  Private  Industry 

3  =  Self-employed 

4  =  Full-time  student 

5  =  Unemployed 


CGR AD  COCC  EMPL  j 


GS7 _ K 

(FIGURE  8) 


ITEM  46  (Permanent) 


Enter  Pay  Entry  Basic  Date  (YYMMDD).  Insure  this  item  agrees  with  PEBD 
reported  on  JUMPS-RC.  (See  Figure  9). 


ITEM  47 


Leave  this  item  blank. 


ITEM  48  (Permanent) 


The  year,  month,  day  of  the  Constructive  Commissioned  Service  Date  (CCSD) 
is  printed.  Applicable  for  officers  and  warrant  officers  only.  This  will 
be  the  date  of  acceptance  of  initial  appointment  or  the  date  of  acceptance 
of  reappointment  MINUS  PRIOR  Commissioned  or  Warrant  Officer  service.  If 
given  constructive  credit  in  Item  "D"  of  the  appointment  letter  (AMMEDD 
and  JAGC  appointments)  then  CCSD  =  date  of  the  letter  MINUS  years,  months, 
days  of  credit  granted.  If  appointed  in  BR-S  "CH"  as  a  1LT,  CCSD  =  3  years 
prior  to  acceptance  of  the  appointment.  (See  AR  135-101,  AR  136-100  and  use 
1A  Form  114).  If  a  correction  is  made,  then  the  MRD  and  DOB  must  be  verified. 
Use  1AA  Form  114  to  recompute  MRD.  A  copy  of  the  1AA  Form  114  will  be  attached 
to  the  DA  Form  2  being  submitted  to  update  the  RPMF.  (Figure  9). 


ITEM  49 


Leave  this  item  blank. 
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ITEM  50 


Leave  this  item  blank. 
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ITEM  51  (Permanent) 


The  year,  month,  day  of  the  Mandatory  Removal  Date  (MRD)  is  entered  in 
the  block,  1AA  Form  114  (Jun  79)  will  be  used  to  compute  this  date.  If 
changed,  a  copy  of  the  computation  (1AA  Form  114)  will  be  attached.  For 
officers  authorized  retention  until  age  60,  and  for  all  warrant  officers, 
the  MRD  will  be  adjusted  to  the  last  day  of  the  month  in  which  he  becomes 
60.  (See  Figure  9). 


ITEM  52  (Permanent) 


Enter  date  of  birth  (YYMMDD).  If  date  is  corrected  for  officers  and 
warrant  officers,  recompute  the  MRD  using  1AA  Form  114.  (See  Figure  10). 


ITEM  53  (Permanent) 


Item  contains  RACE  Abbreviation  and  CODE  for  that  race.  Use  one  of  the 
following  codes.  (See  Figure  10). 

C  =  Caucasion 
N  =  Negro 

R  =  Red  American  Indian 
M  =  Yellow,  Asian/Mongoloid 
X  =  Other 


ITEM  54  (Permanent) 


Enter  "MALE"  and  "M"  or  "FEMALE"  and  "F".  (See  Figure  10). 


ITEM  55  (Permanent) 


Enter  religion  and  code.  Codes  are  listed  at  Note  3,  Appendix  C,  1A 
Reg  140-41.  (See  Figure  10). 


ITEM  56  (Permanent) 


Enter  the  Source  of  Commission  (SRCE)  for  officers  and  warrant  officers; 
the  codes  are  at  Note  6,  Appendix  C,  IA  Reg  140-41,  and  Source  of  Original 
Enter  (SOE)  for  enlisted  personnel  with  codes  listed  at  Note  7,  Appendix 
C,  1A  Reg  140-41.  (See  Figure  10).  _ 
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ITEM  57  (Permanent) 


Enter  Non-CONUS  Residence  and  code.  Use  Code  #47,  AR  680-29.  (See 
Figure  11). 


ITEM  58  (Permanent) 


Enter  description  and  code  of  citizenship  status.  Use  Code  #11,  AR  680 
29.  (See  Figure  11). 


ITEM  59  (Pencil) 


Enter  "SINGLE"  or  "MARRIED"  and  code.  Use  Code  #101,  AR  680-29.  (See 
Figure  11). 
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ITEM  60  (Pencil) 

Enter  number  of  dependents.  (See  Figure  11). 


ITEM  61 


Leave  this  item  blank. 
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ITEM  62  (Pencil] 


Enter  date  of  last  evaluation  report  (YYMM).  This  will  be  machine  printed 
for  officers  and  warrant  officers  only  and  is  the  date  the  last  officer 
efficiency  report  was  submitted.  Change  will  be  indicated.  This  infor¬ 
mation  is  coded  by  the  Officer's  Branch,  HQ,  First  US  Army,  and  AFKA-PA-ROP 
is  responsible  for  updating  this  item.  (See  Figure  12). 


Leave  this  item  blank. 


Leave  this  item  blank. 


Leave  this  item  blank. 


ITEM  63 


ITEM  64 


ITEM  65 


ITEM  66  (Pencil] 


Enter  date  that  award  of  the  Armed  Forces  Reserve  Medal  or  10-device  is 
due  (YYMM).  (See  Figure  12). 
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ITEM  67 


Leave  this  item  blank. 


1-39 


ITEM  68  (Permanent) 


Enter  the  individual's  procurement  program  number  (PPN).  Officer's  PPN 
are  located  in  AR  601-110.  Enlisted  personnel's  PPN's  will  be  extracted 
from  DO  Form  4  or  1966/1.  The  conversion  of  an  ertlisted  PPN  to  prior 
service  PPN  upon  reenlistment  was  discontinued  in  January  1979.  PPN's 
on  the  RPMF  will  not  be  changed  because  of  immediate  reenlistment.  (See 
Figure  12). 


ITEM  69 


Leave  this  item  blank. 


ITEM  70 


Enter  the  following  data  in  this  block:  (See  Figure  13). 

— IRYE  -  Inclusive  Retirement  Year  Ending  (RYE)  Date.  This  is  the 
year,  month,  day  on  which  the  TPTS/YR  has  been  computed. 

--TPTS  -  Total  Cumulative  Retirement  Points.  Total  retirement  points 
as  of  IRYE  date,  must  not  be  less  than  YR  (next  item)  x  50.  Insure  1  point 
Is  included  for  each  day  of  active  duty. 

— YR  -  Total  number  of  satisfactory  years  of  service  towards  retire¬ 
ment  as  of  IRYE  date.  Active  duty  service  or  reserve  duty  in  which  a  minimum 
fo  50  points  per  year  has  been  earned. 

— SGLI  -  Servicemen's  Group  Life  Insurance.  Use  codes  at  Note  2, 
Appendix  C,  1A  Reg  140-41.  Must  be  identified  to  what  is  reported  on  JUMPS- 
RC. 


— ETH  -  Ethnic  Group.  Use  Code  #26,  AR  680-29. 

IRYE  I  fjmPTsf/VR  S6L  ETM  ¥ 

800621  255/4  4  X  j 

(FIGURE  13) 


ITEM  71 


Leave  this  item  blank. 
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ITEM  72 


Leave  this  item  blank. 


ITEM  73 


Leave  this  item  blank. 


ITEM  74 


Leave  this  item  blank. 


ITEM  75 


Leave  this  item  blank. 


ITEM  76 


Leave  this  item  blank. 


ITEM  77 


Leave  this  item  blank. 


ITEM  78 


Leave  this  item  blank. 


ITEM  79 


This  item  will  be  blank  unless  used  to  denote  authority  for  changes  In 
Unit  3  block. 
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ITEM  80 


This  item  will  be  blank  unless  used  to  denote  authority  for  changes  in 
Unit  3  block. 


ITEM  81 


This  item  will  be  blank  unless  used  to  denote  authority  for  changes  in 
Unit  3  block. 


ITEM  82 


This  item  will  be  blank  unless  used  to  denote  authority  for  changes  in 
Unit  3  block. 


ITEM  83  (Permanent) 


Unit  Identification  Code  (UIC)  of  member  as  reported  on  RPMF.  If  reservist 
has  changed  unit  of  assignment  correct  UIC  code  in  this  item.  Six  characters 
only. 


ITEM  84 


Leave  this  item  blank. 


ITEM  85 


Leave  this  item  blank. 


1-42 


SECTION  VIII  -  LOCAL  DATA 

HEIGHT:  6$ 11  WEIGHT:  179 
AS  OF  (DATE):  800720 

sTgnature  6f  MEMBER: - 

VERIFIED  BY: 


(FIGURE  14) 

SECTION  VIII  -  LOCAL  DATA 


The  requirements  of  First  US  Army  Letter,  AFKA-PA-R,  dated  25  October  1978, 
subject:  Reporting  Procedures  for  Officers  Weight  Control  Program  will  be 
complied  with,  except  that  weight  control  data  will  be  entered  in  this  section, 
or  if  additional  space  is  required  in  SECTION  VII  on  Unit  3  lines.  Reservist 
will  sign  this  form  and  officer  verifying  this  form  and  officer  verifying 
this  data  will  sign  is  space  provided.  (See  Figure  14). 

ANNUAL  FORMS  -  Upon  completion  of  the  review  by  the  reservist  and  update 
procedure,  distribution  will  be  made  as  follows: 

--Place  the  recent  original  copy  (RECORD  COPY  1)  in  the  individual's 
201  File.  The  previous  (old)  original  copy  of  DA  Form  2  currently  on  file 
should  be  given  to  the  individual  for  his  personal  files. 

--Return  the  duplicate  copy  (UNIT  COPY  2)  to  HQ,  First  US  Army,  ATTN: 
AFKA-PA-RC.  Returned  annotated  copy  will  be  used  to  update  the  RPMF  as 
described  herein.  If  additional  copies  are  received,  they  will  be  destroyed 
but  not  returned  to  H0,  First  US  Army.  Insure  update  information  provided 
is  legible. 

TIME  FRAME  -  Under  normal  circumstances,  the  annual  review  of  DA  Form  2 
should  be  completed  and  copies  returned  to  HQ,  First  US  Army  within  two 
months  after  receipt  by  the  unit.  This  will  result  in  a  more  timely  update 
to  the  RPMF  and  both  the  unit  and  individual  "■eservist  will  benefit. 


NOTES  - 

1.  Only  DA  Forms  2  with  "ANNUAL"  in  item  6  and  computer  produced  by  HQ, 
First  US  Army  will  be  returned.  Copies  of  any  DA  Form  2  initiated  (Typed) 
at  unit  level  or  from  other  sources  will  never  be  provided  to  HQ,  First  US 
Army. 

2.  If  forms  are  received  by  a  unit  for  individuals  who  have  transferred 
to  another  Reserve  Unit,  annotate  Section  VII  with  the  new  unit  identity 
and  UIC  and  forward  them  to  gaining  unit  for  appropriate  action.  If  in¬ 
dividuals  have  been  discharged  or  transferred  to  a  RCPAC  Control  Group, 
destroy  those  DA  Forms  2. 

3.  If  an  individual's  records  are  unavailable  because  of  reclassification, 
promotion  board,  etc,  hold  the  DA  Form  2  and  complete  the  review  as  records 
become  available. 

4.  Cover  letters  and/or  transfer  docunents  are  not  required  when  returning 
DA  Form  2. 
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COMMANDER'S  WORKBOOK  FOR  GROUP: 

ADMINISTRATION/LOGISTICS  MODULE: 


DA  FORM  2-1, 

PERSONNEL  QUALIFICATION  RECORD  -  PART  II 


REFERENCE: 
AR  640-2-1 


PERSONNEL 

1-6-2 
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MODULE  1-6-2 


DA  FORM  2-1,  PERSONNEL  QUALIFICATION  RECORD-PART  II 


TASK:  To  emphasize  key  aspects  of  DA  Form  2-1,  Personnel 

Qualification  Record-Part  II. 

CONDITION:  Given  DA  Form  2-1  selected  from  your  unit  and  guidance 

within  this  module. 

STANDARD:  You  must  be  able  to: 

1.  Spot  check  DA  Forms 2-1  within  your  unit  to 
determine  if  the  document  is  posted  and  updated 
as  changes  occur. 

2.  Use  the  DA  Form  2-1  to  determine  utilization  of 
individual  soldiers  based  upon  their  qualifications 
as  indicated  on  this  and  other  documents. 

REFFRENCE:  AR  640-2-1,  Personnel  Qualification  Records 


WHAT  TO  DO: 

1.  Establish  controls  to  preclude  unauthorized  access  to  privacy  in¬ 
formation.  (Reference  Para  1-4,  AR  640-2-1). 

2.  Establish  controls  for  supervising  the  preparation  and  maintenance 
of  Personnel  Qualification  Records  to  insure  that  personnel  management 
data  in  support  of  local  data  base,  are  accurately  and  timely  submitted. 
(Reference  Para  1-3,  AR  640-2-1). 

3.  Establish  controls  to  insure  each  individuals  reviews  his/her  DA 
Form  2-1 . 

a.  Upon  initial  preparation. 

b.  Upon  reassignment  and  during  inprocessing  and  outprocessi ng  of 
records. 


c.  Annually  during  birth  month. 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  PERSONNEL 
MODULE:  1-7 


DD  FORM  722 
HEALTH  RECORD 
DA  FORM  3444 

TERMINAL  DIGIT  FILE  FOR  TREATMENT  RECORD 


REFERENCE: 
AR  40-2 
AR  40-42 
AR  40-403 
AR  40-501 
AR  40-562 
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MODULE  1-7 


DD  FORM  722,  HEALTH  RECORD 

DA  FORM  3444,  TERMINAL  DIGIT  FILE  FOR  TREATMENT  RECORD 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DD  Form  722,  Health  Record. 

Given  DD  Form  722,  or  DA  Form  3444,  selected  from  your  unit, 
and  guidance  within  this  module. 

You  must  be  able  to: 

1.  Spot  check  Health  Records  maintained  within  your  unit  to 
determine  if  required  documents  are  on  file. 

2.  Review  SF  601,  Immunization  Record,  to  determine  if  required 
immunizations  are  up  to  date. 

3.  Review  SF  88,  Report  of  Medical  Examination,  to  determine 

if  last  physical  is  current,  or  required.  (More  than  4  years 
old). 

AR  40-2,  Army  Medical  Treatment  Facilities:  General  Administration 

AR  40-42,  Policy  on  Confidentiality  of  Medical  Information 

AR  40-403,  Health  Record 

AR  40-501,  Standards  of  Medical  Fitness 

AR  40-562,  Immunization  Requirements  and  Procedures 


WHAT  TO  DO: 

1.  Establish  controls  to  preclude  unauthorized  access  to  protect  privacy  information. 
Insure  DD  Form  2005  Privacy  Act  Statement  is  signed  and  on  file  in  each  Health  Record. 
(Reference  AR  40-42  and  AR  40-403). 

2.  Establish  controls  to  insure  quadrennial  physicals  are  obtained  by  unit  members. 
(Reference  AR  40-501). 

3.  Establish  controls  to  insure  that  required  immunizations  are  maintained  current. 
(Reference  AR  40-562). 

a.  Small  Pox  -  every  3  years. 

b.  Typhoid  -  every  3  years. 

c.  Tetnus  -  every  6  years. 

d.  Polio  -  one  time. 


f 
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COMMANDER'S  WORKBOOK  FOR  GROUP: 

ADM INI STRATI ON/LOG I ST I CS  MODULE : 


OFFICER  EVALUATION  REPORTS 


REFERENCE: 
AR  623-105 
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PERSONNEL 

1-8 


1 


MOIMJI.r  1-8 


OFNCt'K  (VALUATION  KEPOR1S 


TASK: 

CONDITION: 


To ^emphasi ze  key  aspects  of  the  Officer  Evaluation 
Report  System. 

Given  the  guidance  within  this  module. 


STANDARD:  You  must  be  able  to  meet  commander's  responsibilities 

as  outlined  in  Para  1-5,  AR  623-105. 


REFERENCE:  AR  623-105,  Personnel  Evaluation  Reports,  Officer 

Evaluation  Reporting  System. 


WHAT  TO  DO: 

1.  Insure  that  rating  chains  are  drawn  up  by  name  given  effective 
dates,  published,  and  distributed  to  each  rated  officer  and  each 
member  of  the  chain.  (Reference  Para  l-5a(3),  and  Chap  3,  AR  623-105) 

2.  Insure  that  personnel  office  requirements  are  met  within  your  unit 
(Reference  Para  l-5a(9),  and  Appendix  A,  AR  623-105). 

3.  Establish  controls  to  insure  that  reports  are  suspensed  to  insure 
completion  and  forwarding  through  appropriate  channels. 


4.  Insure  that  other  commander  responsibilities  are  met  (Reference 
Para  1-5,  AR  623-105). 

5.  Insure  that  MUSARC  requirements  are  met. 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP: 

MODULE: 


ENLISTED  EVALUATION  REPORTS 


REFERENCE: 
AR  623-205 


PERSONNEL 

1-9 
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MODULE  1-9 


ENLISTED  EVALUATION  REPORTS 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DA  Forms  2166-6,  Enlisted  Evaluation 
Reports . 

Given  the  guidance  within  this  module. 

You  must  be  able  to: 

1.  Establish  controls  to  insure  preparation  and  timely  submission 
of  EER: 

(a)  Annually  for  grades  E5  and  above. 

(b)  Initial  (Para  5-5  (AR  629-205)) 

2.  Spot  check  Military  Personnel  Record  Jackets  within  your  unit 
to  insure  filing  and  posting  requirements  are  met.  (AR  640-10 
and  item  35,  Table  3-2,  Chapter  3,  AR  640-2-1). 

Chapter  5,  AR  623-205. 


WHAT  TO  DO: 

1.  Establish  controls  to  insure  that: 

(a)  Each  rater,  indorser,  and  reviewer  receives  instructions  on  the  contents 
of  Chapter  3  and  5,  AR  623-205. 

(b)  Each  member  knows  who  his  rater  and  indorser  are  through  publication 
and  posting  an  qfficial  rating  scheme.  (Para  1-5,  AR  623-205). 

(c)  The  personnel  officer  responsibilities  are  fulfilled.  (Para  3-9,  AR 
623-205) . 

2.  Insure  that  rater,  indorser,  and  reviewer  responsibilities  are  met.  (Para 
3-5,  3-6,  3-8,  AR  623-205). 


1-51 


COMMANDER'S  WORKBOOK  FOR  GROUP: 

ADM I N I STRAT I ON/LOG  I ST  I CS  MODULE : 


ENFORCEMENT  PROCEDURES 


REFERENCE: 

AR  135-91 
AR  135-178 

1A  LETTER  AFKA-PA,  DTD  12  MAR  81,  SUBJ: 
PROCESSING  UNSATISFACTORY  PARTICIPANTS  FOR  SEPARATION 
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MODULE  1-10 


ENFORCEMENT  PROCEDURES 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  enforcement  procedures  for 

personnel  declared  unsatisfactory  participants. 

Given  the  guidance  within  this  module. 

You  must  be  able  to: 

1.  Identify  unsatisfactory  participants  as  recorded  at  column 
G,  DA  Form  1379,  US  Arn\y  Reserve  Components,  Unit  Record 
of  Reserve  Training. 

2.  Establish  a  suspense  system:  (1)  to  insure  letters  of 
instruction  are  forwarded  to  unsatisfactory  participants 
following  each  unexcused  absence. 

AR  135-91,  Army  National  Guard  and  Army  Reserve  Service  Obligations, 

Methods  of  Fulfillment,  Participation  Requirements,  and  Enforcement 

Procedures . 


1A  Ltr,  AFKA-PA,  dtd  12  Mar  81,  Subj:  Processing  Unsatisfactory 
Participants  for  Separation. 


WHAT  TO  DO: 


1.  Insure  all  statutorily  obligated  personnel  receive  an  orientation  on  their 
obligation,  upon  assignment  and  annually,  and  sign  DA  Form  3540.  This  document 

must  be  maintained  in  the  DA  Form  201,  Military  Personnel  Records  Jacket.  (Reference 
AR  135-91). 

2.  Advise  contractually  obligated  members  of  participation  requirements  and 
actions  that  may  result  for  unsatisfactory  participation.  (Reference  4-4c,  AR 
135-91). 

3.  Following  each  UTA  or  MUTA  from  which  a  member  is  absent  without  authority, 
follow  the  procedures  outlined  at  AR  135-91.  (Reference  4-12  a,  AR  135-91  and 
1A  letter,  AFKA-PA,  dtd  12  Mar  81,  Subj:  Processing  Unsatisfactory  Participants 
for  Separation). 

4.  When  a  member  is  charged  with  9  or  more  unexcused  absences,  take  action  as 
outlined  at  AR  135-91.  (Reference  4-1 2b ,  AR  135-91  and  1A  letter,  AFKA-PA,  dtd 
12  Mar  81,  Subj:  Processing  Unsatisfactory  Participants  for  Separation). 

5.  Unexcused  absence  from  Annual  Training.  (Reference  4-13,  AR  135-91  and  1A 
letter,  AFKA-PA,  12  Mar  81,  Subj:  Processing  Unsatisfactory  Participants  for 
Separation). 

6.  Initiate  enforcement  actions  as  required,  depending  on  category  of  the  un¬ 
satisfactory  participants  (statutorily  obligated  or  contractually  obligated). 


DEPARTMENT  OP  THE  ARMY 
HEADQUARTER*.  FIRST  UNITED  STATES  Ann 
FORT  EEOREE  E.  MEADS,  MARYLAND  SSTSS 


AFKA-PA  12  March  1981 

SUBJECT:  Processing  Unsatisfactory  Participants  for  Separation 


Commanders,  Major  US  Army  Reserve  Commands 


1.  References:  a.  CS  to  AR  135-91,  Service  Obligations,  Methods  of  Fulfillment, 
Participation  Requirements,  and  Enforcement  procedures,  14  May  1980. 

b.  Interim  Change  102  to  AR  135-91,  Service  Obligations,  Methods  of  Fulfillment, 
Participation  Requirements,  and  Enforcement  Procedures,  27  November  1980. 

c.  C3  to  AR  135-178,  Separation  of  Enlisted  Personnel,  15  August  1980. 

d.  Interim  Change  101  to  AR  135-178,  Separation  of  Enlisted  Personnel, 

27  November  1980. 

e.  Interim  Change  103  to  AR  140-10,  Assignments,  Attachments,  Details,  and 
Transfers,  1  March  1980. 

f.  Interim  Change  102  to  AR  140-158,  Enlisted  Classification,  Promotion,  and 
Reduction,  1  March  1980. 

2.  Pending  receipt  of  formal  changes  to  the  above  references  and  revisions  to  1A 
Supplements,  the  following  guidance  is  provided  for  processing  statutorily  and  contrac¬ 
tually  obligated  enlisted  members  who  become  unsatisfactory  participants: 

a.  Statutorily  obligated  members  with  less  than  24  months  AD/ADT: 

(1)  Notice  of  Unexcused  Absence  or  AWOL  from  AT.  A  letter  of  instructions  (Incl  1) 
will  be  delivered  to  the  member,  either  in  person  or  by  certified  mail,  RESTRICTED 
DELIVERY ,  retufn  receipt  requested,  as  follows: 

(a)  Following  the  fourth  unexcused  absence  in  a  12-month  period  or  when  AWOL  from 

AT. 

(b)  Following  each  succeeding  unexcused  absence,  up  to  and  including  the  ninth 
absence  in  a  12-month  period.  One  letter  will  cover  all  unexcused  absences  from  a  MUTA. 

(2)  Change  of  Residence.  A  letter  of  instructions  (Incl  2)  will  be  delivered  to 
the  member,  either  in  person  or  by  certified  mail,  RESTRICTED  DELIVERY,  return  receipt 
requested. 

(3)  Documentary  Evidence.  Whether  notices  required  by  (1)  and  (2)  above  are 
delivered  in  person  or  dispatched  by  certified  mail,  a  copy  of  each  notice  and  the 
following,  as  appropriate,  will  be  placed  in  the  mesiber's  MPRJ. 

(a)  When  the  notices  are  personally  delivered,  the  member's  signature  will  be 
obtained  on  the  file  copy  as  acknowledgment  of  receipt. 

(b)  when  the  certified  mail  procedure  is  used,  a  copy  of  the  notice  and  either  a 
post  office  receipt  confirming  delivery  or  the  returned  unopened  envelope  showing  the 


•This  letter  supersedes  1A  letter,  AFKA-PA,  21  j an  81,  subject:  Processing 
unsatisfactory  Participants  for  Separation. 
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notice  was  not  delivered  will  be  placed  in  the  member's  MPRJ.  Mail  refused,  unclaimed 
or  otherwise  not  delivered,  may  not  be  used  as  defense  against  unexcused  absences  when 
notices  were  correctly  addressed  to  the  latest  official  mail  address  furnished  the  unit 
by  the  member. 

(c)  The  Unit  Commander's  statement  showing  his/her  determination  as  to  whether 
there  was  a  cogent  or  emergency  reason  which  prevented  the  member  from  attending  that 
training  assembly  which  resulted  in  the  ninth  unexcused  absence  or  AWOL  from  AT,  and  the 
facts  or  circumstances  on  which  his/her  determination  is  based. 

(4)  Notice  of  Unsatisfactory  Participation.  As  soon  as  possible  after  the  actions 
above  result  in  a  determination  that  the  member  is  an  unsatisfactory  participant,  but 
not  later  than  6  weeks  following  the  date  of  the  ninth  unexcused  absence,  AWOL  form  AT, 
or  failure  to  locate  and  join  a  Reserve  Component,  the  Unit  Commander  will  personally 
notify  the  member  in  writing  that  he  has  been  declared  an  unsatisfactory  participant, 
is  not  required  nor  authorized  to  attend  training  assemblies  or  AT  (authorized  absences 
will  be  granted  during  the  waiting  period  involved),  is  being  considered  for  separation, 
his  rights,  and  the  proposed  characterization  of  service  by  1AA  Form  841-R  (Incl  3), 
allowing  45  days  to  reply.  Statement  (Incl  2  to  Incl  3)  will  be  prepared  for  completion 
by  service  member  and  dated  and  signed  by  him  and  his  consulting  counsel.  Prior  to 
preparing  the  notification  letter,  a  counsel  for  consultation,  who  is  a  commissioned 
officer  of  the  Judge  Advocate  General’s  Corps,  will  be  appointed  (paragraph  l-3b.  Interim 
Change  101  to  AR  135-178)  and  the  member  provided  his  name  and  means  of  contact.  Such 
counseling  may  be  accomplished  face-to-face,  by  mail,  or  by  telephone,  as  appropriate. 

If  a  JAGC  officer  is  not  available.  Unit  Commander  must  certify  in  the  permanent  record 
that  such  officer  is  not  available  and  state  the  qualifications  of  the  substituted 
nonlawyer  counsel,  who  must  be  a  commissioned  officer  in  the  grade  of  first  lieutenant 
or  higher.  An  informational  copy  of  the  notification  letter  to  the  member  will  be 
furnished  officer  appointed  as  counsel.  If  counseling  is  accomplished  by  mail  or  tele¬ 
phone,  counsel  should  provide  copies  of  written  communication  between  himself  and  member 
or  a  statement  as  to  the  result  of  the  telephone  conversation. 

(a)  The  notification  will  be  mailed  to  the  member  by  certified  mail  (Return  Receipt 
Requested)  and  a  receipt  for  Certified  Mail  (PS  Form  3800)  obtained. 

(b)  If  the  notice  was  properly  and  correctly  mailed  to  the  most  recent  address 
furnished  by  the  member,  it  will  constitute  constructive  notice  to  the  member  which  will 
satisfy  notice  requirements  for  subsequent  separation  actions.  If  the  mail  is  returned 
as  unclaimed  or  undeliverable  and  no  better  address  can  be  determined,  or  the  member 

for  the  notification  but  fails  to  respond  by  the  time  specified  in  1AA  Form 
841-R,  such  action  will  constitute  a  waiver  of  the  member' s  rights  to  a  hearing  before 
a  board  of  officers. 

(5)  It  is  the  responsibility  of  the  enlisted  member  to  contact  the  consulting 
counsel.  Any  travel  expense  required  in  connection  with  contacting  the  counsel  will  be 
borne  by  the  service  member.  The  JAGC  officer  will  not  be  required  to  travel  to  consult 
with  the  service  member. 

(6)  When  service  member  completes  the  statement  regarding  his/her  rights  and 
returns  it  to  the  Unit  Cownander,  the  MPRJ  will  be  screened  to  insure  all  documentation 
required  is  included.  Letter  of  Transmittal  (Incl  4)  will  be  prepared  and  together  with 
MPRJ  will  be  forwarded  to  next  intermediate  commander. 

(7)  Each  intermediate  commander  will  add  his  recomaendation  to  that  of  the  Unit 
Commander,  by  Indorsement,  and  forward  case  and  MPRJ  to  this  Headquarters,  ATTN: 

AFKA-PA- REP. 
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(8)  Upon  review  of  the  reconmendation  for  separation  by  this  Headquarters  and 
determination  that  the  case  is  properly  documented,  one  of  the  following  will  be  accom¬ 
plished: 

(a)  Disapprove  the  recommendation  and  return  the  case  to  Unit  Commander  for 
disposition  by  other  means. 

(b)  Direct  case  be  processed  through  medical  channels,  if  appropriate. 

(c)  When  the  board  hearing  has  been  properly  and  effectively  waived,  reduce  SM  to 
PVT  (E-2  or  E-l)  and  direct  separation  by  transfer  to  the  Individual  Ready  Reserve  (IRR) 
with  a  tentative  characterization  of  service. 

(d)  Convene  a  board  of  officers.  The  names  of  the  officers  for  appointment  of 
board  will  be  requested  from  the  appropriate  MUSARC  to  consider  the  case. 

(9)  When  the  findings  and  recommendation  for  separation  by  the  board  of  officers 
have  been  approved  by  the  convening  authority  at  this  Headquarters,  the  member  will  be 
reduced  to  Private  E-2  or  E-l,  as  appropriate,  UP  paragraph  3-38d,  AR  140-158,  without 
a  separate  reduction  board.  Following  reduction  action  and  based  on  recommendation, 
orders  transferring  service  member  to  the  IRR  will  be  issued  by  this  Headquarters. 

b.  Statutorily  obligated  members  with  more  than  24  months  AD/ADT  and  Contractually 
Obligated  Members. 

(1)  Statutorily  obligated  enlisted  members  who  are  credited  with  24  or  more  months 
of  AD/ADT  and  contractually  obligated  members  may  be  transferred  to  the  Individual  Ready 
Reserve  (IRR)  as  indicated  in  paragraph  2-23b,  AR  140-10,  and  paragraph  6-22  and  6-24, 

AR  135-91.  These  transfers  will  be  accomplished  without  board  action  or  characterization 
of  service. 

(2)  when  evidence  to  support  nine  unexcused  absences  or  AWOL  from  AT  (Incl  5  and  6) 
has  been  documented  and  is  contained  in  the  member's  MPRJ,  1AA  Form  831  (Request  for 
Assignment  or  Attachment  of  USAR  Personnel)  will  be  completed  and  forwarded  to  this 
Headquarters,  ATTN:  AFKA-PA- REM. 

(3)  when  transfer  to  the  Individual  Ready  Reserve  (IRR)  is  approved,  members  will 
be  reduced  one  grade  by  this  Headquarters  IAW  AR  140-158. 

3.  Recomnendations  for  separation  of  unsatisfactory  participants  IAW  paragraph  2a 
3hould  be  submitted  in  a  timely  manner  to  this  Headquarters,  ATTN:  AFKA-PA- REP,  for 
processing. 

FOR  THE  COMMANDER: 


6  Incl  RUTH  L.  SIMMONS 

as  Colonel,  GS 

Deputy  Chief  of  Staff 
Personnel  and  Administration 

CF: 

Cdrs 

USAR  Units/Ctrs 

US  Army  Readiness  Mobilization  Regions 
MTC 

Comdt,  USAR  Schools 
SRAAR 

Chiefs,  Readiness  Groups 
1A  Staff 
AFKA-PA-RE  (200) 

TAG  (2) 
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LETTER  Or  INSTRUCTIONS  -  UNEXCUSED  ABSENCE  »TE 

(Statutory  Obligator  with  Less  Than  24  Months  AD/ADT) 


1.  Attendance  records  of  this  unit  show  that  you  were: 


a.  (  }  Absent  frost  the  scheduled  unit  training  assembly  (OTA)  or  multiple  unit 

training  assembly  (MOTA)  on  _ . 

(Periods  and  Dates) 

b.  (  )  AWOL  from  AT. 

c.  (  )  Charged  with  unexcused  absence  on  _ 

because  of:  (Periods  and  Dates) 

(  )  Improper  Military  Appearance. 

(  )  Unsatisfactory  Performance  of  Assigned  Duties. 

2.  Under  the  provisions  of  AR  135-91,  you  are  required  to  attend  all  scheduled  unit 
training  assemblies  and  annual  training  periods.  In  addition,  you  are  required  to 
participate  in  a  satisfactory  manner  with  regard  to  proper  military  appearance  and 
performance  of  assigned  duties. 

3.  Unless  absences  indicated  in  paragraph  1  are  excused,  you  will  have  accrued  _ 

unexcused  absences  within  a  one-year  period.  The  one-year  period  begins  on  the  date 
you  incur  ycur  first  unexcuaed  absence. 

4.  Absences  from  training  asseablies  may  be  excused  only  for  reasons  of  sickness, 
injury,  emergency,  or  other  circumstances  beyond  your  control.  If  your  absence  was 
for  one  of  these  reasons,  you  should  furnish  this  unit  an  appropriate  affidavit  or 
certification  by  a  doctor,  medical  officer,  or  other  person(s)  having  specific  know¬ 
ledge  of  -he  emergency  or  circumstances,  requesting  that  it  be  excused.  Your  absence 
cannot,  be  excused  unless  your  request,  and  affidavit  or  certificate,  are  received  with¬ 
in  15  days  of  the  date  you  receive  this  letter. 

5.  You  will  be  notified  in  writing  within  tan  (10)  days  after  receipt  of  your  re¬ 
quest  as  to  whether  the  absence  has  been  excused. 

6.  If  you  have  family  responsibilities  that  are  causing  a  hardship,  or  in  your  civil¬ 
ian  job  is  of  critical  importance  to  the  national  or  community  health,  safety,  or 
interest,  you  should  contact  me  so  that  I  can  advise  and  assist  you  in  the  proper 
procedures  to  resolve  these  problems. 

7.  As  you  are  aware,  if  you  acomulate  nine  (9)  unexcuaed  absences  within  a  one- 
year  period,  you  can  be  declared  an  unsatisfactory  participant.  If  this  action  is 
taken,  a  board  of  officers  will  be  convened  to  consider  the  circumstances  end  make 
appropriate  recommendations.  The  board  may  recomsend  transfer  to  the  Individual 
Ready  Reserve  (IRR)  for  the  balance  of  your  statutory  obligation  at  which  time  you 
will  be  discharged,  normally  under  conditions  other  than  honorable. 


1  AA  Eon  840-r 
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8.  I  want  to  emphasize  that  the  stigma,  handicap,  and  consequences  of  receiving  an 
other  than  honorable  discharge  can  have  a  lasting  adverse  affect.  You  should  give 
careful  consideration  to  the  consequences  of  accumulating  additional  unexcused  ab¬ 
sences  . 

9.  I  hope  that  as  a  result  of  this  letter  you  will  take  immediate  steps  to  improve 
your  attendance. 

10.  The  next  scheduled  training  assembly  for  this  unit  is  _  hours 

on  _  _ 19 _ . 


SIGNATURE  -  UNIT  COMMANDER 


Receipt  of  the  Original  Hereof  is  Acknowledged. 


SIGNATURE  OF  ADDRESSEE  (For  use  when 
the  Letter  of  Instructions  is  delivered 
in  Person) 


LETTER  OF  INSTRUCTIONS  -  CHANGE  OF  RESIDENCE 

AFKA-  _ 

SUBJECT:  Change  of  Residence  (DATE) 


TO:  _  _ 

(GRADE,  NAME)  (SOCIAL  SECURITY  NUMBER) 


(PRESENT  HOME  ADDRESS)  (PRESENT  UNIT  ASSIGNMENT 


(NEW  HOME  ADDRESS) 


1.  This  letter  authorizes  you  90  days  in  which  to  locate  and  join  a 
Reserve  component  unit  at  your  new  place  of  residence.  It  also  serves 
as  a  conditional  release  if  you  are  accepted  for  enlistment  in  another 
component  of  the  Armed  Forces. 

2.  Obtaining  an  assignment  within  90  days  is  your  responsibility.  If 

you  fail  to  do  so  by  * _ ,  you  can  be  declared  an 

unsatisfactory  participant.  If  this  action  is  taken,  a  board  of  officers 
will  be  convened  to  consider  the  circumstances  and  make  appropriate 
recommendations . 

3.  You  may  obtain  assistance  concerning  unit  vacancies  and  location 

at  the  Army  National  Guard  Armory  or  Army  Reserve  Training  Center  near¬ 
est  your  new  residence.  When  you  report  to  a  unit,  present  this  letter 
to  the  commander  as  authority  to  consider  you  a  priority  for  acceptance. 
If  you  are  accepted,  your  new  comnander  will  inform  this  unit  by 
completing  Inclosure  1. 

4.  Until  you  have  been  accepted  for  assignment,  inform  this  unit  of 
any  address  changes. 


4  Incl 

/s/ 

UNIT  COMMANDER 

1.  Notification  of  Acceptance 

2.  DD  Form  4 

/s/ 

MEMBER  CONCERNED 

3.  DA  Forms  2,  2-1 

4.  SF88 

Receipt  Acknowledged 


•Insert  90  days  from  date  of  departure  from  current  unit. 

NOTE:  See  paragraph  4-20  for  filing  a  receipted  copy  in  member's 
DA  Form  201 

NOTE:  See  Appendix  C,  AR  135-91,  for  format  of  Incl  1  to  Ltr  of  Instr. 
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Incl  2 


DATE 


NOTICE  OF  UNSATISFACTORY  PARTICIPATION 


(Statutory^Obligor  With  Less  Than  24  Months  AD/ADT) 


1.  Reference  is  made  to  the  inclosed  copy  of  my  letter  to  you  dated  _ , 

Subject:  Letter  of  Instructions.  As  the  result  of  the  action  indicated  below, 

you  are  now  charged  with  _  unexcused  absences  within  a  one-year  period,  or 

being  AWOL  from  AT  or  failure  to  locate  and  join  a  Reserve  component  unit. 

a.  (  )  Your  request  that  your  absence (s)  from  period (s)  _ 

on  _  be  excused,  could  not  be 

approved.  The  reason  given  for  your  absence (s)  does  not  meet  the  requirements 
of  paragraph  4-5,  AR  135-91. 

b.  (  )  You  did  not  submit  a  request  that  you  be  excused  from  period (s) 

_  on  _ . 

2.  In  view  of  above,  I  must  declare  you  an  unsatisfactory  participant  and 
initiate  action  to  separate  you  from  this  unit  for  misconduct  under  the  pro¬ 
visions  of  Section  VII,  Chapter  7,  AR  135-178.  If  you  are  separated,  your 
service  may  be  characterized  as  under  other  than  honorable  conditions. 

3.  I  am  suspending  action  for  45  days  to  give  you  an  opportunity  to  exercise 
the  following  priviledges: 

a.  To  consult  with  consulting  counsel.  _ 

(NAME) 

has  been  appointed  as  your  consulting  counsel.  You  are  ordered  to  contact  him 

immediately  at  _ ,  to  either  schedule  an  appoint- 

(PHONE  NUMBER) 

ment  for  consultation  or  such  counseling  may  be  accomplished  over  the  telephone. 

Should  you  desire  you  may  write  to  him  at  _ 

(ADDRESS) 

and  consultation  may  be  accomplished  by  mail.  He  will  advise  you  concerning 
the  basis  of  this  contemplated  separation  and  its  effects,  the  rights  avail¬ 
able  to  you,  and  the  effect  of  any  action  taken  by  you  in  waiving  such  rights. 

b.  To  appear  and  present  your  case  before  an  administrative  separation 
board. 

c.  To  be  represented  at  any  hearing  by  appointed  counsel  for  representa¬ 
tion,  military  counsel  of  your  own  choice,  if  reasonably  available,  or  civilian 
counsel  at  your  own  expense. 

d.  To  submit  statements  in  your  own  behalf. 

1AA  Form  841-R  Previous  Editions  Are  Obsolete 
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e.  Kith  the  exception  of  consulting  counsel,  to  waive  the  above  rights 
in  writing. 

f.  To  withdraw  your  waiver  of  rights  listed  in  b,  c,  and  d  above  anytime 
before  the  date  the  separation  authority  orders,  directs,  or  approves  your 
separation,  and  request  that  your  case  be  presented  to  a  board  of  officers. 

4.  The  final  decision  as  to  whether  you  will  be  separated  from  this  unit  by 
transfer  to  the  IRR  and  the  character  of  service  you  will  receive,  rests  with 
the  separation  authority.  If  your  service  is  characterized  as  less  than 
honorable,  you  may  expect  to  encounter  substantial  prejudice  in  civilian  life 
There  is  no  automatic  upgrading  or  review  of  the  characterization  of  service. 
If  transferred  to  the  USAR  Control  Group  (Annual  Training)  it  may  be  upgraded 
by: 


a.  Rejoining  the  same  or  another  ARNG  or  USAR  unit  and  participating 
satisfactorily  for  a  period  of  12  months;  or, 

b.  Volunteering  for  and  satisfactorily  completing  a  tour  of  at  least  45 
days  active  duty  for  training.  If  neither  of  these  actions  are  taken,  the 
characterization  of  service  at  discharge  will  be  the  same  as  awarded  on  trans¬ 
fer  to  the  IRR. 

5.  You  are  not  required  nor  authorized  to  attend  meetings  or  annual  training 
while  this  action  is  pending. 

6.  Acknowledgement  of  this  letter  is  required  by  _ . 

DATE  (45  DAYS) 

Failure  to  respond  to  this  letter  and  request  consideration  by  an  administra¬ 
tive  separation  board  will  be  considered  a  waiver  of  that  right.  Accordingly, 
you  are  ordered  to  contact  your  counsel  indicated  in  paragraph  3  above,  at  the 
earliest  possible  date. 


2  Incl  _ __ 

1.  Cy,  Ltr  of  Instr.  SIGNATURE  OF  UNIT  COMMANDER 

2 .  Statement 


Receipt  of  Original  Hereof  is  Acknowledged. 


SIGNATURE  OF  ADDRESSEE  (For  use  when 
notice  is  personally  delivered) 


Incl  3 


2 

1-61 


SEPARATION  UNDER  THE  PROVISIONS  OF  CHAPTER  7,  AR  135-178 

DATA  REQUIRED  BY  THE  PRIVACY  ACT  OF  1974 
(5  USC  522a) 

Authority:  Section  301,  Title  5,  USC  and  Section  3012,  Title  10,  USC 

Purpose:  To  obtain  acknowledgement  from  the  member  of  notification  of 
proposed  separation  and  statement  of  understanding  pertaining  thereto. 

Routine  Uses:  Used  by  commanders  to  process  USAR  member  recommended  for 
separation  under  AR  135-178  because  of  Misconduct,  Chapter  7.  If  separation 
is  approved,  information  is  filed  in  the  MPRJ.  This  personal  information 
may  be  used  by  other  appropriate  Federal  agencies  and  State  and  Local 
Government  authorities  where  use  of  the  information  is  compatible  with  the 
purpose  for  which  the  information  was  collected.  Disclosure  is  voluntary. 

If  service  member  refuses  to  provide  information,  separation  may  be 
accomplished  using  infc  .nation  available. 


DATE  MEMBER  AND  COUNSEL  SIGN  STATEMENT 
SUBJECT:  Separation  Under  AR  135-178 

TO:  (SEPARATION  AUTHORITY) 


1.  I  have  been  advised  by  my  consulting  counsel  of  the  basis  for  the 
contemplated  action  to  accomplish  my  separation  for  Misconduct,  Chapter 
7,  under  AR  135-178,  and  its  effects;  of  tl 5  rights  available  to  me; 
and  the  effect  of  any  action  taken  by  me  in  waiving  my  rights. 

2.  I  (request) (waive)  consideration  of  my  case  by  a  board  of  officers. 

3.  I  (request) (waive)  personal  appearance  before  a  board  of  officers. 

4.  Statements  in  my  own  behalf  (are) (are  not)  submitted  herewith  (Incl  _ ). 

5.  I  (request) (waive)  representation  by  (counsel  of  representation) 

( _ )  as  my  military  counsel  (civilian  counsel 

at  my  own  expense) . 

6.  I  understand  that  I  may,  up  until  the  date  the  separation  authority 
directs  or  approves  my  separation,  withdraw  this  waiver  and  request  that 
a  board  of  officers  hear  my  case. 


Incl  2  to  Incl  3 
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SUBJECT:  Separation  Under  AR  135-178 


7.  i  understand  that  I  may  expect  to  encounter  substantial  prejudice  in 
civilian  life  if  my  service  is  characterized  as  under  honorable  conditions 
or  under  other  than  honorable  conditions.  X  further  understand  that  as  the 
result  of  a  characterization  of  service  of  under  other  than  honorable 
conditions,  I  may  be  ineligible  for  many  or  all  benefits  as  a  veteran  under 
both  Federal  and  State  Laws. 

8.  I  understand  that  there  is  no  automatic  upgrading  or  review  by  any 
government  agency  of  any  characterization  of  service  which  is  less  than 
honorable. 

9.  I  understand  that  should  I  be  approved  for  separation,  I  will  be  trans¬ 
ferred  to  the  Individual  Ready  Reserve  (IRR)  to  complete  my  military  service 
obligation.  I  may  upgrade  my  characterization  of  service  by  rejoining  the 
same  or  another  ARNG  or  USAR  unit  and  participating  satisfactorily  for  the 
remainder  of  my  military  service  obligation,  but  not  less  than  12  months,  or 
by  volunteering  for  and  satisfactorily  completing  a  tour  of  at  least  45  days 
active  duty  for  training. 

10.  I  have  retained  a  copy  of  this  statement. 


(SIGNATURE  OF  INDIVIDUAL) 


(TYPED  NAME,  SSN,  GRADE) 


Having  been  advised  by  me  of  the  basis  for  his  contemplated  separation  and  its 
effects,  the  riqhts  available  to  him  and  the  effect  of  a  waiver  of  his  rights, 
_ ,  knowingly  made  the  choices  indicated 


(NAME  OF  INDIVIDUAL) 
in  the  foregoing  statement. 


(SIGNATURE  OF  COUNSEL) 


(TYPED  NAME,  SSN,  GRADE,  BRANCH 


(DATE  COUNSEL  SIGNED  STATEMENT) 


Incl  2  to  Incl  3 


2 

1-63 


AFKA- 

SUBJECT:  Unsatisfactory  Participation  of  Statutory  Obligated  Members  (Who 
Have  Not  Served  24  Months  Active  Duty) 


THRU:  Channels 


TO :  Commander 

First  United  States  Army 

ATTN:  AFKA-PA-REP 

Fort  George  G.  Meade,  MD  20755 


1 .  Recommend 


(GRADE)  (NAME)  (SSN) 

be  considered  for  separation  for  Misconduct  UP  Section  VII,  Chapter  7, 
AR  135-178,  by  reason  of  unsatisfactory  participation. 


2.  SM  enlisted  in  the  US  Army  Reserve  on  _  for 

(DATE) 

_ ,  has  a  statutory  obligation,  and  has  not  completed 

(TERM  OF  ENLISTMENT) 

24  months  active  duty. 


3.  Justification  for  this  recommendation  is  supported  by  documentation  in 
attached  MPRJ  on  which  SM  was  declared  an  unsatisfactory  participant  for  one 
of  the  following  reasons: 

a.  (  )  Paragraph  4-11,  AR  135-91  (Unexcused  absences  from  unit  training 
assemblies)  with  documentation  below: 


(1)  (  )  Letter  of  Instructions  (1AA  Form  840-R)  to  member,  with  signed 
certified  receipt  or  returned  envelope  for  each  notification  (paragraph  4 -12a). 

(2)  (  )  Statement  by  Unit  Commander  concerning  delivery  or  non-delivery 
of  letter  of  instructions:  verification  of  latest  address;  and  determination 
of  cogent  or  emergency  reasons  for  absences  (paragraph  4-12c) . 

b.  (  )  Paragraph  4-13,  AR  135-91  (Unexcused  absence  from  Annual  Training) 
with  documentation  below: 


(1)  (  )  Notice  of  pending  Annual  Training  and  termination  date  of  training, 
dated  and  signed  by  member. 

(2)  (  )  Copy  of  Annual  Training  orders. 
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AFKA- 

SUBJECT:  Unsatisfactory  Participation  of  Statutory  Obligated  Members  (Who 
Have  Not  Served  24  Months  Active  Duty) 

(3)  (  )  Statement  by  Unit  Commander  as  to  whether  member  was  notified  in 

sufficient  time  to  comply,  and  determination  of  cogent  or  emergency  reasons  for 
the  absence  or  early  departure  from  Annual  Training  (paragraph  4-13b) . 

c.  (  )  Paragraph  4-25,  AR  135-91  (Failure  to  obtain  assignment)  with 
documentation  below: 

(1)  (  )  Member's  request  for  90-day  leave  of  absence  (paragraph  4-17). 

(2)  (  )  Letter  of  Instruction  concerning  change  of  residence  signed  by 
member,  or,  if  mailed,  with  signed  certified  receipt  or  returned  envelope 
(paragraph  4-20) . 

4.  Also  inclosed  in  MPRJ  is  the  following  documentation  to  substantiate  this 
recommended  separation  action: 

a.  (  )  Countersigned  DA  Form  3540,  Certificate  and  Acknowledgement  of 
Service  Requirements  for  Individuals  Enlisting  or  Reenlisting  in  the  United 
States  Army  Reserve  (paragraph  4-4b) . 

b.  (  )  Notice  of  Unsatisfactory  Participation  and  Pending  Separation 
(1AA  Form  841-R)  to  member  with  acknowledgement  of  receipt  of  notification  of 
proposed  separation. 

c.  (  )  If  Notification  of  Unsatisfactory  Participation  was  mailed,  signed 
certified  receipt  or  returned  envelope  must  be  attached. 

d.  (  )  Statement  by  the  member  indicating  that  he  has  been  advised  of  * 
rights,  dated  and  signed  by  him  and  counsel. 

5.  I  recommend  _  service  be 

(GRADE)  (NAME) 

tentatively  characterized  as  under  other  than  honorable  conditions. 
(Justification  for  any  other  recommendation  of  character  of  service  must  be 
included) . 


1  Incl  /s/  UNIT  COMMANDER 

MPRJ 


Incl  4 
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LETTER  OF  INSTRUCTIONS  -  UNEXCUSED  ABSENCES 
(Statutory  Obligator  with  More  Than  24  Months 
AD/ADT  or  Contractual  Obligator  -  AR  135-91) 


DATE 


1.  Attendance  records  of  this  unit  show  that  you  were: 


a.  (  )  Absent  from  the  scheduled  unit  training  assembly  (UTA)  or  multiple 

unit  training  assembly  (MUTA)  on  _ 

(PERIODS  AND  DATES) 

b.  (  )  AWOL  from  AT. 

c.  (  )  Charged  with  unexcused  absences  on  _ 

because  of:  (PERIODS  AND  DATES) 

(  )  Improper  Military  Appearance. 

(  )  Unsatisfactory  Performance  of  Assigned  Duties. 

2.  Under  the  provisions  of  AR  135-91,  you  are  required  to  attend  all  scheduled 
unit  training  assemblies  and  annual  training  periods.  In  addition,  you  are  re¬ 
quired  to  participate  in  a  satisfactory  manner  with  regard  to  proper  military 
appearance  and  performance  of  assigned  duties. 

3.  Unless  absences  indicated  in  paragraph  1  are  excused,  you  will  have  accrued 
_  unexcused  absences  within  a  one-year  period.  The  one-year  period  be¬ 
gins  on  the  date  you  incur  your  first  unexcused  absence. 

4.  Absences  from  training  assemblies  may  be  excused  only  for  reasons  of  sick¬ 
ness,  injury,  emergency,  or  other  circumstances  beyond  your  control.  If  your 
absence  was  due  to  one  of  these  reasons ,  you  should  furnish  this  unit  an 
appropriate  affidavit  or  certification  by  a  doctor,  medical  officer,  or  other 
person (s)  having  specific  knowledge  of  the  emergency  or  circumstances,  request¬ 
ing  that  it  be  excused.  Your  absence  cannot  be  excused  unless  your  request, 

an  affidavit  or  certificate,  are  received  within  15  days  of  the  date  you  receive 
this  letter. 

5.  You  will  be  notified,  in  writing,  within  ten  (10)  days  after  receipt  of  your 
request  as  to  whether  the  absence (s)  have  been  excused. 

6.  If  you  have  family  responsibilities  that  are  causing  a  hardship,  or  if  other 
conditions  exists  which  will  result  in  your  continuing  non-participation,  you 
should  contact  me  so  that  I  can  advise  and  assist  you  in  the  proper  procedures 
to  resolve  these  problems. 

7.  Unless  I  am  informed  by  you  of  any  cogent  reason  for  your  absence (s)  by 
_ ,  you  will  be  credited  with  an  unexcused  ab¬ 
sence  (s).  Nine  (9)  unexcused  absences  within  a  one-year  period  will  require 
you  to  be  transferred  to  the  Individual  Ready  Reserve  (IRR) . 


1AA  Form  843-R 
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(Previous  Editions  are  Obsolete) 


8.  The  next  scheduled  training  assembly  will  be 
I  expect  to  see  you  there. 


(SIGNATURE  OP  UNIT  COMMANDER) 


2 
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DATE 


FAILURE  TO  PARTICIPATE  SATISFACTORILY 


(Statutory  Obligator  With  More  Than  24  Months  AD/ADT 
or  Contractual  Obligator  -  AR  135-91) 


1.  As  a  member  of  the  US  Army  Reserve  you  have  a  obligation  to  satisfactorily 
participate  for  a  specified  period  of  time  and  to  attend  48  scheduled  unit  train¬ 
ing  assemblies  (UTA'S)  and  15  days  annual  training  during  each  year  of  your 
enlistment. 

2.  a.  You  are  credited  with  nine  or  more  unexcused  absence (s)  for  the  dates 
indicated  below: 

DATE  OF  TRAINING  TYPE  OF  TRAINING  ASSEMBLY  NUMBER  OF  UNEXCUSED 

ASSEMBLY  _ UTA/MUTA _  ABSENCES  CREDITED 


b.  You  are  credited  with  being  AWOL  from  AT  for  the  period  _ 

to  _ • 

3.  Accumulation  of  nine  (9)  unexcused  absences  in  a  one-year  period  or  failure 
to  attend  annual  training  established  you  as  an  unsatisfactory  participant  and 
requires  that  you  be  transferred  to  the  Individual  Ready  Reserve  (IRR)  in  accord¬ 
ance  with  the  provisions  of  AR  135-91. 

4.  Unless  you  furnish  me  with  cogent  reasons  for  nonattendance  within  15  days 
of  receipt  of  this  correspondence,  I  will  request  your  transfer  to  the  IRR. 

V 


(SIGNATURE  OF  UNIT  COMMANDER) 


1AA  Form  844-R  Previous  Edition  is  Obsolete 

(Mar  81} 
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GROUP-.  ADMINISTRATION 

COMMANDER'S  GUIDE  FOR  MODULE:  2-1 

ADM  III  1  ST  RAT  1 0N/L06 1  ST  1 CS 


PUBUCATION/BLANK  FORMS 


REFERENCE: 

AR  510-2 


2-1 


MODULE  2-1 


PUBLICATIONS/BLANK  FORMS 

TASK:  To  emphasize  key  aspects  of  publ ications/blank  forms. 

CONDITION:  Given  the  guidance  within  this  module. 

STANDARD:  You  must  be  knowledgeable  of  the  critical  areas  which  will 

insure  the  proper  supply  and  maintenance  of  publications 
for  your  unit. 

REFERENCE:  DA  Pam  310-10,  Guide  for  Publications  Supply  Personnel,  AR 

310-2,  Identification  and  Distribution  of  DA  Publications 
and  Issue  of  Agency  and  Command  Administration  Publications. 

WHAT  TO  DO: 

1.  Insure  only  those  publications  needed  to  accomplish  the  mission  are  ordered. 

(Reference  Chap  1  and  2,  DA  Pam  310-10.) 

2.  Insure  the  current  needs  of  your  organization  are  reflected  on  the  DA  Form 

12  series.  (Reference  Para  18,  DA  Pam  310-10,  Para  3-8a,  AR  310-2). 

3.  Insure  existing  subscription  forms  are  reviewed  periodically,  but  at  least 

twice  a  year  and/or  upon  change  of  commanders  or  heads  of  activities.  (Reference 

Para  3-8c,  AR  310-2). 

4.  Insure  the  60  day  supply  of  blank  forms  is  maintained.  (Reference  3-18b, 

AR  310-2). 


•  ( 
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COMMANDER'S  GUIDE  FOR  GROUP: 

ADM I N I  ST  RAT I ON /LOG I ST I CS  MODU  LE : 


FUNCTIONAL  FILES 


REFERENCE: 
AR  340-2 


ADMINISTRATION 

2-2 


2-3 


MODULE  2-2 


THE  ARMY  FUNCTIONAL  FILES  SYSTEM  (TAFFS) 


TASK: 

CONDITION: 

STANDARD: 

REFERENCE: 


To  emphasize  key  aspects  of  TAFFS. 

Given  the  guidance  within  this  module. 

You  must  be  able  to  assure  compliance  with  the  Army  Functional 
Files  System  (TAFFS). 

AR  340-2,  Maintenance  and  Disposition  of  Records  in  TOE  units  of 
the  Active  Army  and  the  Army  Reserve. 

AR  340-18  Series,  The  Army  Functional  Files  System:  General 
Provisions. 


WHAT  TO  DO: 

1.  Insure  a  qualified  records  manager  has  been  appointed.  (Reference  Para  1-3, 
AR  340-2). 

2.  Conduct  a  survey  and  appraise  each  record  program  at  least  once  yearly. 
(Reference  Para  1-3,  AR  340-2). 

3.  Insure  personnel  maintaining  the  files  are  properly  trained.  (Reference 
Para  l-3b,  AR  340-2.) 


2-4 


COMMANDER'S  GUIDE  FOR 

ADMINISTRATION/LOGISTICS 


GROUP: 

MODULE: 


military  orders 


REFERENCE: 
AR  310-10 


ADMINISTRATION 

2-3 
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MODULE  2-3 


MILITARY  ORDERS 

TASK: 

CONDITIONS: 

STANDARD: 

REFERENCE: 

WHAT  TO  DO: 

1.  Insure  authority  to  issue  other  than  travel  orders  is  authorized. 

(Reference  l-4a,  AR  310-10). 

2.  Insure  when  written  orders  are  required,  commanders  not  authorized  to  issue 
written  orders  submit  a  request  for  orders  to  the  commander  responsible  for  pro¬ 
viding  administrative  support.  (Refernce  l-4a,  AR  310-10.) 

3.  Insure  orders  will  not  be  issued  for  an  action  unless  it  is  specifically 
authorized  by  AR  310-10.  (Pcra  1-7,  AR  310-10.) 


To  emphasize  key  aspects  of  military  orders. 

Given  the  guidance  within  this  module. 

Establish  controls  to  insure  military  orders  are  administratively 
correct. 

AR  310-10  Military  Orders. 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


6R0UP :  ADMINISTRATION 
MODULE:  2-4 


THE  ARMY  PRIVACY  PROGRAM 


REFERENCE 
AR  340-21 


MdlJUt  l  ,'  4 


THE  ARMY  PRIVACY  PROGRAM 


TASK: 

CONDITION: 

STANDARD: 

REFERENCE: 


To  emphasize  key  aspects  of  the  Army  Privacy  Program. 

Given  the  guidance  within  this  module. 

You  must  establish  controls  to  protect  the  privacy  of 
individuals . 

AR  340-21  The  Army  Privacy  Program. 


WHAT  TO  DO: 

1.  Insure  a  Privacy  Coordinator  is  appointed.  (Reference  1-9,  AR  340-21.) 

2.  Insure  DA  Form  4410-R  (Disclosure  Accounting  Record)  is  maintained 
on  information  given  out  on  an  individual.  (Reference  3-3,  AR  340-21.) 

3.  Insure  home  addressee  information  is  not  disclosed  without  consent 
of  the  individual.  (Reference  Para  3-5,  AR  340-21.) 

4.  Insure  a  notification  statement  is  furnished  the  individual  when  the 
information  is  collected  directly  from  service  member.  (Reference  4-3, 

AR  340-21.) 

5.  Insure  procedures  are  established  to  insure  personnel  involved  in 
operation,  maintenance,  or  control  are  informed  of  all  requirements  to 
protect  the  privacy  of  individuals.  It  is  recommended  that  an  access  list 
be  published.  (Reference  1-12,  AR  340-21.) 
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COMMANDER'S  WORKBOOK  FOR  GROUP : 

ADM I N I STRAT I ON/LOG  I ST I CS  MODULE : 


UNIT  FUND 


REFERENCE: 
AR  230-1 
AR  230-65 
1A  PAM  130-1 


ADMINISTRATION 

2-5 
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MODULE  2-5 


UNIT  FUND 


TASK: 

CONDITIONS: 

STANDARD: 

REFERENCE: 


To  emphasize  key  aspects  of  unit  fund. 

Given  the  guidance  within  this  module. 

Once  you  decide  to  establish  a  unit  fund,  you  must  establish 
controls  to  insure  that  administration  is  I AW  directives. 

1.  AR  230-1,  The  Non-Appropriated  Fund  System 

2.  AR  230-65,  Non-Appropriated  Funds  Accounts  and  Budgeting 
Procedures. 

3.  1A  Pam  230-1,  Non-Appropriated  Funds  and  Related  Activities. 


WHAT  TO  DO: 

1.  Establish  a  Disposition  Form  (DA  Form  2496)  to  establish  the  fund. 
(Reference  Para  7b ( 1 ) ,  1A  Pam  230-1). 

2.  Appoint  a  Unit  Fund  Council  (Reference  4-8b,  AR  230-1). 


3.  Appoint  a  Unit  Fund  Custodian.  This  may  be  yourself  or  another  officer. 
(Reference  4-8b,  AR  230-1). 


4.  Insure  the  custodian  maintains  and  signs  the  minutes  of  the  meetings. 
(Reference  4-8b  (2),  AR  230-1). 


5.  Insure  the  council  meets  at  least  once  a  quarter  when  funds  on  hand  or 
when  financial  transactions  occurred.  (Reference  9-2,  AR  230-65). 


2-10 


NONAPPROPRIATED  FUNDS  AND  RELATED  ACTIVITIES 
RESERVE  COMPONENT  UNIT  FUNDS 
( 1 A  PAM  230-1  AND  AR  230-1) 


SECTION  I 
GENERAL 

1.  PURPOSE.  This  chapter  provides  Reserve  Component  Commanders  with  basic 
information  for  Reserve  Component  Unit  Fund  Administration. 

2.  RESPONSIBILITIES,  a.  Commanders.  Once  a  decision  is  made  to 
establish  a  unit  fund,  (Para  4-1 2b ,  AR  230-1)  Reserve  Component  Commanders 
at  all  levels  will  insure  that  administration  of  Reserve  unit  funds  is  IAW 
AR  230-1  and  AR  230-65. 

b.  Unit  Commander  will: 

(1)  Publish  a  Disposition  Form  to  establish  the  fund. 

(2)  Appoint  a  unit  fund  council  consisting  of  at  least  one  commissioned 
officer  and/or  warrant  officer  and  an  appropriate  number  of  enlisted  person¬ 
nel  of  any  pay  grade.  The  commissioned/warrant  officer  may  be  the  unit 
commander  or  a  member  of  the  commander's  staff.  The  enlisted  representatives 
will  be  members  of  the  unit. 

(3)  Appoint  a  unit  fund  custodian.  This  may  be  the  commander  himself  or 
another  officer  of  his  staff  (Para  4-8b,  AR  230-1). 

(4)  Appoint  a  recorder  to  maintain  and  sign  minutes  of  meeting. 

c.  Actions  described  in  (1)  through  (4)  may  be  accomplished  using  one 
Disposition  Form.  (Section  V) 

d.  When  a  Consolidated  Unit  Fund  is  established,  each  participating  unit 
retains  its  own  council,  but  a  Consolidated  Unit  Fund  Custodian  will  be  ap¬ 
pointed  on  a  Disposition  Form  by  the  Battalion  Commander.  A  separate  addition¬ 
al  council  will  not  be  formed  to  control  consolidated  unit  fund  operations 
(Para  4-12c(l),  AR  230-1).  (See  Section  IV,  this  chapter). 

e.  When  two  or  more  unit  funds  are  established  in  a  Reserve  Center,  the 
Reserve  Center  Commander  will  appoint  an  officer  by  a  Disposition  Form,  as  the 
Consolidated  Unit  Fund  Custodian  to  receive  and  distribute  vending  machine  in¬ 
come  and  to  contract  with  vending  machine  concessionaires  (Para  4-18c(3),  AR 
230-1). 
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3.  CUSTODIANS.  Responsibilities  of  unit  fund  custodians  include  the  following 

a.  Serve  on  the  council  without  vote,  unless  the  unit  commander  is  also 
the  custodian,  in  which  case  he/she  retains  voting  rights  (Para  4-8,  AR  230-1). 

b.  Maintain  and  sign  minutes  of  the  meeting  (this  does  not  preclude  the 
appointment  of  a  recorder  to  take  minutes  during  the  meeting)  (Para  4-8,  AR 
230-1). 


c.  Perform  required  functions  relating  to  the  purchase  of  goods  and 
services  and  for  accounting  of  property  as  provided  in  para  4-12  and  4-21,  AR 
230-1  (Para  4-8,  AR  230-1). 

d.  Be  responsible  for  all  fund  records,  including  all  accounts  and  records 
of  income,  property  &  transactions  pertaining  to  establishment,  operation  and 
dissolution  of  fund. 

e.  Insure  that  combination  of  safe  is  known  to  as  few  persons  as  possible, 
but  in  no  event  to  more  than  three  persons  other  than  himself  (Para  1-14B(H), 
AR  230-1). 

f.  Serve,  if  designated,  as  the  recorder  for  the  fund  council. 

g.  Establish  a  bank  account,  IAW  para  4-20,  AR  230-1.  (See  para  9,  this 
chapter. ) 

h.  Assure  accounting  system  is  in  accordance  with  Chapter  9,  AR  230-65. 

i.  Upon  change  of  custodians,  the  retiring  custodian  will  notify  the  bank 
of  the  change  (Para  9-17,  AR  230-65).  (See  para  9g(3),  this  chapter.) 

4.  RECORDER:  a.  A  member  of  the  fund  council  will  be  appointed  as  recorder 
to  maintain  and  sign  the  minutes  of  the  council  meetings.  The  custodian  of 
the  unit  fund  is  normally  the  recorder. 

b.  To  preclude  one  individual  being  responsible  for  all  council  actions, 
a  noncommissioned  officer  may  be  appointed  recorder  for  a  unit  fund  council. 

c.  Civilian  personnel  assigned  to  the  unit  may  be  appointed  as  recorder 
but  will  not  serve  as  a  voting  member  of  the  council  (Para  4-7a,  AR  230-1). 

d.  The  recorder  is  responsible  for:  (1)  securing  agenda  items  from  users 
of  the  fund  and  the  custodian,  (2)  preparation  and  distribution  of  copies  of 
the  agenda  to  council  members  prior  to  a  scheduled  meeting,  (3)  distribution 
of  excerpts  from  approved  minutes  to  users  of  the  fund,  and  (4)  preparation 
of  minutes  of  meeting  and  submission  to  the  custodian  (Para  l-14h,  AR  230-1). 
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5.  PRESIDENT:  The  President  will  be:  a-  Senior  member  of  the  council 
(Para  1-14g(l),  AR  230-1). 

b.  Responsible  for  insuring  the  proper  administration  of  the  fund  by 
the  custodian  and  council. 

c.  Will  sign  minutes  of  the  council  meetings. 

6.  UNIT  FUND  COUNCILS:  a.  Governing  unit  fund  councils  will  be  established 
for  all  Unit  Funds.  The  council  will  be  composed  of  at  least  one  commissioned 
officer  and/or  warrant  officer  and  an  appropriate  number  of  enlisted  personnel 
of  any  pay  grade.  The  commissioned/warrant  officer  may  be  the  unit  commander 
or  one  of  the  commander's  staff. 

b.  The  council  will  meet  at  least  once  a  quarter,  or  more  frequently  when 
necessary  at  the- call  of  the  President.  Reserve  Component  unit  fund  council 
meetings  are  required  only  if  the  fund  has  a  balance  on  hand  or  if  fund  action 
is  contemplated  (Para  9-2c,  AR  230-65). 

c.  The  unit  fund  council  will: 

(1)  Ascertain  that  the  fund  is  being  properly  administered  and  safeguarded. 

(2)  Determine  that  all  income  has  been  received  in  full,  recorded  in  the 
fund  account  and  reflected  in  the  financial  statements.  When  bank  accounts 
exist,  funds  will  be  deposited  intact. 

(3)  Insure  expenditures  of  the  fund  are  IAW  para  4-4,  AR  230-1. 

(4)  Review  the  fund  financial  statements  and  other  fund  records  quarterly 
or  as  otherwise  required  to  insure  all  expenditures  are  made  IAW  approved 
council  actions  and  within  the  purpose  for  which  the  fund  was  established. 

(5)  Insure  the  accountability  of  all  fund-owned  property,  the  conduct  of 
physical  inventories  of  such  property  and  recommend  disposition  of  unservice¬ 
able  or  excess  property  (Para  4-7b(4),  AR  230-1),  Chap  5,  AR  230-65),  (Para 
7-11,  7-12,  AR  230-65). 

(6)  Authorize  establishment  of  a  petty  cash  fund  (Para  9-13,  AR  230-65). 

(7)  Approve  all  expenditures  made  by  the  custodian  (Para  4-7b(3),  AR  230- 

1). 


d.  Proceedings  of  the  council  meeting  will  be  recorded  with  the  following 
information:  (Section  V) 

(1)  Show  date  and  place  of  meeting. 

(2)  Show  members  present  and  absent. 

(3)  Indicate  and  note  approval  of  minutes  of  previous  council  meetings. 


2-13 


5(d)  (4)  Show  actions  taken  and  indicate  by  name  who  made  and  seconded  a 
motion  and  the  approval  or  disapproval  of  the  motion  by  the  fund  council. 

(5)  Include  as  inclosure,  copies  of  financial  statements  of  the  fund. 

(6)  The  minutes  signed  by  the  president  and  the  custodian  will  be 
submitted,  together  with  financial  statements,  to  the  Commander  who  est¬ 
ablished  the  fund.  The  commander  will  record  his  actions  on  the  minutes 
(Para  l-14g(3),  AR  230-1). 

(7)  If  the  commander  who  appointed  the  council  is  a  member  of  the 
council,  the  minutes  will  be  forwarded  for  approval  to  the  next  higher 
commander  in  the  Reserve  Component  chain  of  command. 


SECTION  II 
MAINTENANCE 


7.  SOURCES  OF  INCOME: 

a.  Dividends.  NAF  military  welfare  fund  benefits  are  provided  for 
off  duty  recreation  purposes  during  AT  IAW  procedures  set  forth  in  para 
4-25  and  4-26,  AR  230-1.  Dividends  for  Reserve  Component  units  whose 
members  train  under  modular  or  year  round  or  similar  training  are  en¬ 
titled  to  receive  unit  fund  dividend  distribution  IAW  provisions  of  para 
4-I8a,  AR  230-1. 

b.  Vending  Machines.  Reserve  units  may  engage  in  the  operation  of 
vending  machines  to  dispense  food,  tobacco,  and  nonalcoholic  beverages  in 
Reserve  Centers  not  located  on  Army  installations  in  accordance  with  para 
4-18c(2),  AR  230-1.  Where  two  or  more  units  use  a  single  US  Army  Reserve 
Center,  a  consolidated  unit  fund  will  be  established  with  a  custodian  de¬ 
signated  pursuant  to  para  4-18c(3),  AR  230-1  for  the  purposes  of  contract¬ 
ing  with  vending  machine  concessionaires  and  to  distribute  the  income 
derived  therefrom  to  unit  funds  of  various  participating  units  on  a  per 
capita  basis.  However,  when  a  consolidated  unit  fund  has  been  established 
IAW  para  4-1 2c( 1 ) ,  AR  230-1  and  the  custodian  of  the  consolidated  unit 
fund  and  the  Reserve  Center  Consolidated  Fund  Custodian  for  vending  ma¬ 
chines  are  the  same  individual,  that  individual  will  be  responsible  for  all 
unit  fund  accounting  as  prescribed  for  consolidated  unit  funds  in  Section 
IV  of  this  chapter.  Concessionaire  contracts  entered  into  between  fund 
custodians  and  concessionaires  will  be  in  written  form  prescribed  by  the 
respective  commanders  and  will  be  awarded  competitively  (Para  4-1 8c(3) , 

AR  230-1). 
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7.  c.  Proceeds  from  sale  of  fund-owned  property  upon  approval  of  sale  bv 
the  fund  council  (Para  4-5,  AR  230-1). 

d.  Contributions  and  donations  authorized  in  accordance  with  para  1-20, 
AR  230-1  (Para  4-5,  AR  230-1). 

8.  COMPUTATION  AND  PAYMENT  OF  DIVIDENDS. 

a.  Units  ordered  to  active  duty  for  training  (ADT)  for  the  USAR  or  full- 
time  training  duty  (FTTD)  for  the  ARNG  will  be  provided  nonappropriated  mil¬ 
itary  morale  support  fund  benefits  IAW  para  4-26,  AR  230-1.  Dividend 
distributions  to  these  RC  organizations  are  authorized  to  provide  funds  for 
off-duty  recreational  purposes  during  period  the  organization  is  on  ADT/FTTD. 
Exceptions  to  the  use  of  funds  while  on  AT/FTTD  are: 

(1)  Those  RC  units  which  because  of  training  or  other  requirements  are 
precluded  from  effectively  utilizing  unit  funds  dividends  during  AT/FTTD  are 
authorized  to  retain  funds  upon  release  from  AT/FTTD  for  use  at  their  home 
station.  All  authorized  expenditures  of  these  funds  at  the  home  station  will 
be  for  the  collective  benefit  of  all  members  of  the  unit  IAW  provisions  of 
AR  230-1  (Para  4-18a(l),  AR  230-1). 

(2)  RC  units  whose  members  train  under  a  "year  round,"  "modularM  or 
similar  training  concept  are  entitled  to  use  these  funds  at  their  home  sta¬ 
tion  IAW  following  procedures: 

(a)  At  the  completion  of  each  training  year  (30  Sep)  commanders  of 
these  units  will  submit  a  request  for  unit  fund  dividends  to  the  Custodian, 
Moral  Support  Fund,  FORSCOM,  through  HQ  First  US  Arn\y,  ATTN:  AKFA-PA-MO, 
or  as  otherwise  directed  by  the  State  Adjutant  General  (for  ARNG  units) 

(Para  4-18a(2)  (a),  AR  230-1). 

(b)  The  following  information  will  be  provided  for  computation  and 
payment  of  dividends  for  AT  performed  on  a  year  round,  modular,  incremental, 
etc,  basis: 

1_.  DA  Form  2279-R  in  duplicate  signed  by  the  Unit  Fund  Custodian. 

Letter  may  be  used  in  lieu  of  DA  Form  2279-R. 

2.  One  copy  of  orders  placing  the  organization  on  year  round,  modular, 
incremental,  etc.,  type  training.  Personnel  rosters  are  not  required. 
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8.  2-  Summarize  data  for  each  AT  group  of  trainees.  A  sample  listing  is 
shown  below: 


Number  of  Personnel 

Number  of  AT  Days 

Personnel  Days 

30 

15  (30x15)= 

450 

12 

13 

156 

17 

18 

306 

Total  Personnel  Day 

912 

Divided  by 

30  days 

Total  Personnel  Months 

31 

Monthly  Rate  -  Times  $1.00 

$1.00 

Funds  Due 

$31.00 

(c)  HQ  FORSCOM  will  process  all  payments  for  training  discussed  here¬ 
in  regardless  of  the  training  sites  where  AT  was  performed. 

(d)  Claims  may  not  be  submitted  later  than  one  month  following  the  end 
of  the  training  year  (i.e.,  31  Oct).  Expenditures  made  from  these  dividends 
at  the  home  station  will  be  in  accordance  with  AR  230-1  for  the  collective 
benefit  of  all  members  of  the  unit  who  participated  in  AT/FTTD. 

(3)  Those  RC  units  that  fail  to  claim  or  receive  dividends  in  sufficient 
time  to  enable  use  during  AT/FTTO  may  submit  a  claim  upon  return  to  their 
home  station  for  retroactive  dividend  distribution.  Claim  should  be  submitted 
to  major  command  (i.e.,  TRADOC,  FORSCOM)  of  installation  at  v/hich  training 
took  place,  and  should  include  the  following  information  and  inclosure: 

(a)  Actual  present  for  duty  strength  on  date  of  arrival  at  training  site. 

(b)  Dates  of  AT 

(c)  Site  of  AT 

(d)  Designation  of  Fund 

(e)  Address  to  which  the  check  should  be  mailed 

(f)  Copy  of  orders  placing  unit  on  AT  (Inclosure).  Claims  submitted 
later  than  one  month  following  end  of  training  year  (i.e.,  31  Oct)  will  not 
be  processed  (Para  4-18a(3),  AR  230-1). 
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9.  SAFEGUARDING  FUNDS:  a.  Bank  accounts  will  be  established  In  Federal 
Deposit  Insurance  Corporation  (FDIC)  insured  National  Banks  to  facilitate 
transfer  of  dividends  and  protection  of  funds. 

b.  In  addition  to  the  official  designation  of  the  fund,  the  name  of 
the  account  will  include  the  words,  "an  instrumentality  of  the  United 
States."  As  an  instrumentality  of  the  US,  the  fund  is  exempt  from  State  or 
local  taxes.  (Para  4-18  and  4-26,  AR  230-1). 

c.  Using  the  unit  fund  Disposition  Form  as  authority,  the  custodian 
will  open  the  bank  account  under  the  official  designation  of  the  fund  and 
not  to  the  custodian  in  his/her  individual  capacity.  A  signature  card  will 
be  filed  at  the  bank  along  with  copy  of  Disposition  Form  authorizing  the 
fund  and  designating  the  custodian.  A  supply  of  deposit  slips  and  a  pre¬ 
numbered  checkbook  will  be  obtained.  A  reouest  must  be  made  to  bank  of¬ 
ficials  to  exempt  fund  from  service  fees  (Para  4-19  and  4-20,  AR  230-1). 

d.  A  bank  account  will  be  established  by  unit  when  money  is  generated 
and  held  during  IDT.  However  a  unit  that  receives  income  only  from  divid¬ 
ends,  and  spends  all  this  income  during  AT,  is  not  required  to  open  a  bank 
account,  but  must  establish  a  Petty  Cash  Fund  as  follows: 

(1)  Dividend  check  will  be  receipted  on  the  CP&R  record  and  a  DA  Form 
2107  (Nonappropriated  Fund  Receipt  and  Disbursement  Voucher)  prepared  show¬ 
ing  receipt  of  dividend  check.  The  "Description"  column  of  the  DA  Form 
2107  recording  the  receipt  of  the  dividend  will  include  the  notation  that 
funds  will  be  used  as  a  Petty  Cash  Fund  and  state  council  approval  and  date 
of  approval.  Another  DA  Form  2107  is  prepared  showing  establishment  of  a 
Petty  Cash  Fund  and  the  CP&R  record  will  show  expenditure. 

(2)  A  DA  Form  1994  (Petty  Cash  Voucher)  will  be  used  for  each  disburse¬ 
ment  made  from  Petty  Cash.  Receipts,  sales  slips  for  the  disbursement  will  be 
attached  to  DA  Form  1994.  When  the  Petty  Cash  Fund  is  completely  expended, 

DA  Forms  1994  are  summarized  on  a  DA  Form  1993  (Nonappropriated  Fund  Petty 
Cash  Summary  Voucher).  All  vouchers,  receipts  and  invoices  will  be  attached 
to  the  Summary  Voucher.  All  supporting  documents  will  be  stapled  to  a  DA 
Form  2107  when  replenishing  the  fund.  A  DA  Form  2279-R  will  be  prepared  an¬ 
nually  or  each  month  in  which  activity  took  place,  showing  status  of  fund. 
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9.  e.  Bank  Deposits.  All  units  that  have  bank  accounts  will  promptly 
deposit  all  receipts  intact. 

f.  Expenditures.  (1)  Unit  fund  councils  will  govern  expenditures 
and  record  approval  of  advance  authorizations  in  the  minutes  of  the  meeting. 

(2)  Approved  minutes  will  serve  as  the  basis  for  custodian  to  issue 
purchase  orders  or  procure  items  with  petty  cash.  Items  will  be  receipted 
for  upon  delivery.  The  custodian  will  insure  no  local  or  State  tax  nota¬ 
tions  listed  on  the  receipts  are  included  in  the  payment. 

g.  Change  of  Custodian.  Immediately  upon  permanent  change  of  custo¬ 
dian,  a  successor  custodian  will  be  designated.  A  new  custodian  will  be 
designated  when  the  custodian  is  absent  from  duty  longer  than  60  days 
(Para  l-14b(4),,AR  230-1). 

(1)  Transfer  of  accountability  of  the  fund  will  be  accomplished  IAW 
procedures  outlined  in  para  l-14f,  AR  230-1  and  para  9-17,  AR  230-65. 

(2)  Financial  statement  and  bank  balance  reconciliation  will  be  pre¬ 
pared. 

(3)  A  certificate  of  transfer  will  be  prepared  (See  Section  V).  It  will 
be  signed  by  both  the  retiring  custodian  and  the  successor  (para  9-17, 

AR  230-65).  It  will  be  filed  with  pertinent  financial  statement.  Retiring 
custodian  will  also  notify  bank  regarding  change  of  custodian  (Section  V). 

(4)  If  an  assistant  custodian  has  not  been  appointed  an  acting  custo¬ 
dian  will  be  designated  when  a  custodian  is  to  be  absent  from  duty  for  a 
period  of  5  to  60  days  (para  1 -1 4d ,  AR  230-1). 

h.  Maintenance  and  Disposition  of  Records.  Unit  fund  records  will  be 
maintained  and  disposed  of  as  prescribed  in  AR  340-2. 

i.  Concessionaire  Contracts.  Concessionaire  contracts  entered  into 
between  fund  custodians  and  concessionaires  for  operation  of  vending  ma¬ 
chines  in  Reserve  Centers  will  be  in  written  form  and  awarded  competitively 
IAW  para  4-18c(3),  AR  230-1.  All  items  purchased  for  and  sold  fro»;  vending 
machines  will  be  tax  paid  IAW  laws  of  the  State  within  which  the  Reserve 
Center  is  located  (para  4-18c(2),  AR  230-1). 


10.  ACCOUNTING  AND  REPORTING:  a.  A  single  entry/cash  basis  system  of 
accounts  will  be  maintained  by  the  custodian  of  units  maintaining  inde¬ 
pendent  accounting  records  as  prescribed  for  unit  funds  by  AR  230-65. 

Sasic  records  and  forms  will  be  established  and  maintained  as  prescribed 
in  Chap  9,  AR  230-65. 

b.  Entries  in  unit  fund  records  may  be  made  manually  in  permanent 
ink,  or  indelible  pencil.  Typewriters  may  be  used  when  authorized  by  the 
next  higher  commander  within  the  Reserve  Component  chain  of  command. 

Erasures  may  not  be  made  on  records.  Corrections  will  be  made  by  drawing 

a  single  line  through  the  error,  inserting  the  correct  figure  and  initialing 
the  correction. 

c.  DA  Form  2107  will  be  used  to  support  all  transactions  of  unit  funds 
involving  the  receipt  or  disbursement  of  funds.  This  dual  purpose  (receipt 
and  collection)voucher  is  prescribed  to  substantiate  all  except  cash  trans¬ 
actions  processed  through  the  petty  cash  fund. 

(1)  Form  will  be  numbered  consecutively  beginning  with  the  fiscal  year, 
regardless  of  whether  the  transaction  is  a  receipt  or  a  disbursement  (para 
9-11,  AR  230-65)  (Section  V). 

(2)  Each  DA  Form  2107  will  be  dated,  numbered,  and  will  contain  all 
information- necessary  to  fully  identify  tht  nsaction.  Voucher  will  be 
signed  by  the  custodian.  Backup  documentation  for  each  transaction  will 
be  attached  to  the  DA  Form  2107  (para  9-11,  AR  230-65). 

(3)  When  possible,  all  goods  and  services  will  be  paid  for  at  time  of 
purchase.  Memorandum  records  will  be  maintained  to  ensure  that  outstanding 
orders  by  mail  or  those  not  paid  promptly  are  appropriately  suspended. 

(4)  Other  records  will  consist  of  rheckbook,  bank  deposit  slips,  bank 
statements,  bank  account  reconciliat'  .is,  statement  of  operation  and  fund 
equity,  copies  of  audit  reports,  property  receipts  and  miscellaneous  cor¬ 
respondence  relating  to  unit  fund  administration  (para  9-lle,  AR  230-65). 

d.  Cash,  Property  and  Reconciliation  Record.  (1)  This  is  the  primary 
official  record  reflecting  unit  fund  management  and  administration.  The 
CP&R  will  be  used  in  lieu  of  DA  Form  3259  series  (Council  Records).  All 
daily  transactions  affecting  the  unit  fund  will  be  recorded  on  this  docu¬ 
ment  and  it  will  also  be  used  to  show  the  required  monthly  reconciliation 
of  the  bank  account  and  fund  owned  property.  All  entries  must  be  sup¬ 
ported  by  properly  approved  DA  Form  2107.  A  suggested  format  of  CP&R  is 
at  Section  V  and  shows  examples  of  following  entries: 
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10d.(a)  Cash  Receipts.  Fund  custodians  will  be  responsible  for  safe¬ 
guarding  and  depositing  all  cash  receipts  promptly.  Dividends  and  cash 
will  be  fully  identified  in  order  that  proper  disposition  may  be  made  of 
such  money  (Para  9-12a,  AR  230-65). 

(b)  Cash  expenditures.  All  cash  disbursements,  except  individual 
petty  cash  transactions,  will  be  documented  by  DA  Form  2107.  Transactions 
affecting  cash  and  property  will  be  entered  in  both  cash  and  property 
columns  of  the  CP&R  record  (Para  9-1 2b »  AR  230-65). 

(c)  Property  Transactions.  Cash  purchases  of  property,  cash  sales 
of  excess  or  worn  cut  property,  transfers,  and  gifts  from  other  units  or 
other  sources,  and  disposal  to  property  and  salvage  officer  will  be  enter¬ 
ed  in  CP&R  Record  to  maintain  property  control.  When  cash  is  involved  in 
property  transaction,  entries  will  be  made  in  both  the  cash  (Receipts/ 
Expenditure)  column  and  the  property  column,  as  applicable  (Para  9-12c,  AR 
230-65). 

(d)  Reconciliations.  ]_.  Each  month  property  records  (DA  Forms  4078) 
(Section  V)  will  be  reconciled  with  the  balance  shown  in  the  property 
column  of  the  CP&R  Record  (Chapter  3,  para  3-12,  AR  230-65). 

2.  Each  month  the  bank  statement  will  be  reconciled  with  the  fund  cash 
account  also  maintained  on  the  CP&R  Record.  The  bank  statement  balance, 
plus  outstanding  checks,  minus  any  deposits  made  after  the  bank  statement 
cutoff,  should  always  equal  the  balance  column  shown  for  the  unit  fund  on 
the  CP&R  Record. 

(2)  This  recommended  format  (CP&R)  is  designed  for  all  types  of  unit 
funds  and  incorporates  a  single-entry/cash  basis  system  of  bookkeeping  that 
has  the  virtues  of  simplicity  and  ease  of  understanding.  Reserve  units  may 
elect  to  modify  the  form,  but  regardless  of  the  format,  the  content  should 
contain  enough  data  to  permit  the  preparation  of  financial  statements, 
satisfy  the  reporting  requirements  of  higher  headquarters,  and  insure  account 
ability  is  being  maintained  at  unit  level. 

e.  Petty  Cash  System.  (1)  This  is  a  system  for  handling  minor  disburse 
ments  whereby  a  fixed  amount  of  money,  designated  as  petty  cash,  is  set  aside 
not  to  exceed  one  month's  requirement.  Disbursements  are  made  from  time-to- 
time,  as  needed,  using  DA  Form  1994  (Section  V)  in  each  case.  At  certain 
intervals  or  when  the  petty  cash  is  completely  expended,  DA  Form  1994  are 
summarized  on  DA  Form  1993  (Nonappropriated  Fund  Petty  Cash  Summary  Voucher) 
(Section  V)  and  the  petty  cash  fund  is  replenished  for  the  aggregate  amount 
of  disbursements  by  a  check  drawn  on  the  appropriate  bank  account. 


(2)  All  petty  cash  vouchers,  receipts,  and  invoices  received  will  be 
attached  to  the  sunmary  voucher.  All  vouchers  will  be  pre-numbered  and 
sequentially  controlled  to  include  "voided"  voucher  copies.  DA  Form  2107 
will  be  prepared  to  support  the  issuances  of  a  check  to  restore  the  fund 
to  its  original  amount.  All  supporting  documents  will  be  attached  to  the 
OA  Form  2107.  Total  of  all  vouchers  will  be  entered  on  DA  Form  2107  and 
the  same  amount  posted  to  the  expenditures  column  of  CP&R  Record.  The 
replenishment  procedure  must  be  accomplished  at  the  end  of  each  month  and 
as  often  as  necessary.  Cash  authorized  as  petty  cash  should  always  equal 
the  cash  balance  on  hand,  plus  the  total  of  petty  expenditures. 

f.  Reporting.  DA  Form  2279-R  Financial  Statement  and  Schedule  of 
Operating  Expenses  (Section  V)  for  reporting  by  unit  funds  maintaining 
independent  accounting  records,  will  be  prepared  for  each  month  in  which 
activity  occurs,  but  not  less  frequently  than  annually.  Unit  strength 
computation  will  be  made  in  accordance  with  AR  230-1  and  will  be  re¬ 
flected  in  the  remarks  section  of  DA  Form  2279-R.  This  will  constitute 
the  request  for  unit  fund  dividend.  This  form  is  designed  with  blank 
spaces  so  that  only  pertinent  line  items  need  be  entered  and  it  replaces 
DA  Form  1758.  DA  Form  1843  is  not  required. 

g.  Unit  funds  integrated  with  Installation  Morale  Support  Fund 
Accounting  are  relieved  of  the  requirement  to  prepare  DA  Form  2279-R  at 
the  end  of  each  month  (Para  9-16,  AR  230-65).  Procedures  for  these  funds 
are  contained  in  para  4-26,  AR  230-1,  and  para  9-6,  AR  230-65  (Section  II). 

11.  AUDITS  AND  INSPECTIONS.  When  audits  of  such  funds  are  deemed  necessary 
they  will  be  performed  by  disinterested  officers  appointed  as  prescribed  by 
the  audit  review  authority  (Para  l-21a(7),  AR  230-1).  (Para2-12,  AR  11-7). 
Normally,  the  general  inspection  of  unit  funds  will  suffice. 

12.  DISSOLUTION  OF  UNIT  FUND.  Commanders  authorized  to  establish  a  unit 
fund  may  also  dissolve  it.  (Para  1-12,  AR  230-1).  Para  1-23  and  para  4- 
26a(6),  AR  230-1  prescribes  procedures  for  dissolution  of  unit  funds.  Com¬ 
mander  will  take  such  action  as  is  deemed  necessary  to  preclude  inprudent 

or  extravagant  expenditure  of  assets  prior  to  dissolution.  When  the  decision 
to  dissolve  a  unit  fund  maintaining  independent  accounting  records  is  made, 
and  there  are  no  assets,  no  outstanding  debts  and  zero  balance,  commander 
should  prepare  a  statement  to  the  following  effect: 

"A  review  of _ unit  fund  has  been  made  which  indicates  there 

are  no  assets  or  outstanding  debts.  The  bank  account  has  been  closed  and 
the  fund  is  thereby  dissolved." 

Statement  should  be  filed  with  unit  fund  records  and  an  information  copy  of 
this  statement  should  be  forwarded  to  HQ,  First  US  Army  ATTN:  AFKA-PA-MO. 
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SECTION  III 


RESERVE  CENTER 
CONSOLIDATED  UNIT  FUND 

13.  ESTABLISHMENT:  a.  Reserve  Center  Consolidated  Unit  Fund.  Where 
two  or  more  units  are  located  at  a  US  Army  Reserve  Center,  not  on  active 
duty,  a  Reserve  Center  Consolidated  Unit  Fund  may  be  establish  to  receive 
and  disburse  funds  received  from  the  operation  of  vending  machines. 

(1)  The  Reserve  Center  Commander  will  appoint  an  officer  to  act  as 
the  Reserve  Center  Concolidated  Unit  Fund  Custodian  for  purposes  of  con¬ 
tracting  with  vending  machine  concessionaires  and  to  distribute  income 
dividend  therefrom  to  custodians  of  unit  funds  of  various  participating 
units  on  a  per  capita  basis. 

(2)  Each  of  the  participating  unit  funds  will  retain  a  custodian  and 
council.  The  Reserve  Center  Consolidated  Unit  Fund  Custodian  will  distri¬ 
bute  the  vending  machine  income  to  the  custodian  of  each  participating  fund. 
In  this  instance,  the  Reserve  Center  Consolidated  Unit  fund  custodian  is 
responsible  only  for  the  receipt  and  distribution  of  income  from  vending 
machine  concessions  to  the  participating  units,  not  for  accounting  for  ex¬ 
penditures  of  the  income  by  each  of  the  units. 

(3)  The  custodian  will  establish  a  bank  account  in  accordance  with 
para  10  of  this  chapter,  maintain  and  post  a  DA  Form  2107,  prepare  a  con¬ 
solidated  DA  Form  2279-R  and  provide  an  individual  DA  Form  2279-R  to  each 
unit  at  the  time  income  is  distributed  to  them. 

b.  If  the  unit*;  in  the  center  have  established  a  Consolidated  Unit 
Fund  I AW  para  4-1^  • ')  and  the  Consolidated  Unit  Fund  Custodian  and  the 
Reserve  Center  C-  '.olidated  Unit  Fund  Custodian  for  Vending  Machines  are  the 
same  individual,  then  such  individual  is  the  keeper  of  the  unit  fund  records 
as  prescribed  in  Section  IV,  this  chapter,  Consolidated  Unit  Funds. 

SECTION  IV 

CONSOLIDATED  UNIT  FUNDS 

14.  ESTABLISHMENT.  A  battalion  or  comparable  organization  commander  may 
establish  a  consolidated  unit  fund. 

a.  Designation  of  a  Consolidated  Unit  Fund  Custodian.  A  single 
custodian  is  appointed  for  the  Consolidated  Unit  Fund  by  the  commander  of 
the  unit  establishing  the  fund,  but  not  a  separate  council.  Each  partici¬ 
pating  unit  fund  council  continues  to  operate  for  its  own  unit  fund.  The 
custodian  of  the  consolidated  fund  is  responsible  only  for  receipt  and  ex¬ 
penditure  of  funds  as  determined  by  the  respective  unit  fund  councils;  and 
he  must  account  for  funds  and  property  as  prescribed  in  AR  230-65. 
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(1)  When  existing  separate  unit  funds  are  consolidated  the  custodian 
of  each  unit  fund  will  take  the  following  action: 

(a)  Deposit  in  the  unit  fund  checking  account  the  unexpended  balance 
in  the  petty  cash  fund. 

(b)  Record  petty  cash  on  hand  in  the  CP&R  record  (para  9-12b,  AR  230- 

65). 

(c)  Close  the  records  of  the  unit  fund. 

(d)  Prepare  a  DA  Form  2279-R  to  show  status  of  fund. 

(e)  Draw  a  check,  payable  to  the  "Custodian  _ _ 

Consolidated  Unit  Fund,"  for  the  amount  of  the  bank  account  (also  including 
the  amount  of  the  petty  cash  fund  deposit). 

(f)  Send  the  check,  the  unit  CP&R  record,  and  a  copy  of  the  DA  Form 
2279-R  to  the  custodian  of  the  consolidated  unit  fund,  and  obtain  a  receipt 
from  the  consolidated  fund  custodian. 

(2)  Operation.  After  receipting  for  each  unit  fund's  records,  the  con¬ 
solidated  unit  fund  custodian  becomes  the  record  keeper  for  all  the  unit  funds. 

(a)  Init.al  action.  The  custodian  of  the  consolidated  fund  reconciles 
the  balance  in  each  unit  fund  CP&R  record,  posts  the  total  of  the  separate 
accounts  to  a  consolidated  CP&R  record  and  establishes  a  single  bank  account 
for  all  the  unit  funds. 

(b)  Maintenance  of  accounts.  The  custodian  must  maintain  a  consolidated 
accounting  record,  as  well  as  separate  unit  fund  records. 
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™  SEE  DISTRIBUTION  r"u"  BATB 

1.  _  Unit  Fund,  an  Instrumentality  of  the  United 

States,  is  hereby  established  effective  immediately. 

2.  Governing  council  is  appointed  as  follows: 

President.-  Custodian: 

Members : 

Recorder : 

3.  Authority:  AR  230-1 

4.  Purpose:  To  establish  and  appoint  council  to  administer’  and 
control  unit  fund. 

5.  Period:  Indefinite 

6.  Special  Instructions:  All  council  members  will  become  familiar 
with  AR  230-1,  AR  230-65  and  applicable  documents. 


Commander's  Signature  Bloch 


DISTRIBUTION: 

1-Ea  Individual  Concerned 
1-Unit  Fund  Files 
1-Ea  2Q1  File 
1-Unit (s)  Concerned 

and  any  others  deemed 
appropriate 


2496 


NtKACo  oo  foam  m,  which  it  oasovcrc. 
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LETTERHEAD 


MINUTES  OF  THE  UNIT  FUND  COUNCIL  MEETING:  14  January  1978 

1.  A  meeting  of  the  Company  A.  Unit  Fund  Council  was  held  at  1600  hours, 
on  14  January  1978  in  the  orderly  room. 

2.  a.  Members  present':  .CPT  Horn  President. 

2LT  Black  Custodian- Recorder 

MSG  Green  Member 

SSG  Drake  Member 

SFC  Cole  Member 

b.  Members  absent:  None 

3.  The  minutes  of  the  last  meeting  were  read  and  approved.  The  council 
record  for  December  1977  and  its  supporting  documents  were  reviewed  and 
approved. 

4.  Old  business:  MSG  Green,  as  chairman  of  the  committee  planning  the 
company  party  to  be  held  on  31  January  1978,  reported  on  the  estimated 
cost  and  final  plans.  Expenditures  not  to  exceed  $75  were  approved  by 
all  members  present. 

5.  New  business: 

A  motion  was  made  by  SSG  Drake,  and  Seconded  by  MSG  Green,  that  the 
unit  fund  purchase  two  electric  irons.  The  motion  was  carried,  and  the 
custodian  was  authorized  to  purchase  the  irons  to  the  best  advantage  of 
the  fund,  the  total  cost  not  to  exceed  $25. 

6.  There  being  no  further  business,  the  meeting  was  adjourned  at  1640 
hours. 


//Signature//  //Signature// 


President  Custodian-Recorder 


//Signature// 


Battalion  Commander 


Example  of  Minutes— Unit  Fund  Council  Meeting. 
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LETTERHEAD 


Bank  Address 


DATE 


X  have  this  date  transferred  the  unit  fund  of  Company  A,  <th  Infantry, 
to  Robert  T.  Sphober,  1st  Lieutenant,  Infantry,  who  will  from  now  on 
have  authority  to  draw  on  the  fund  deposited  in  your  bank.  His  signature 
appears  below: 


Tsignature  of  Officer  Receivin g  Fundf 


Sincerely, 


Retiring  Custodian 


CASH.  PROPERTY  AND  RECONCILIATION  RECORD 


EXPLANATION 


Bal  from  Ijt!  mo. 
picnic  plate* 
picnic  food 
picnic  drinks 
Dividend  CPF 
Estab.  $25.  petty  calk 
Dane »  Programs 
Decorations 
Card  Tbl  &  Chairs 
25  Soft  Drinks 

25  Orchestra 

29  Sold  2  chairs 

29  Trsf  desk  to  CO  "A" 

Replenish  petty  cash 

Salvager  up 


DAILY  TRANSACTIONS 


EXPEND*  BANK  PROP- 
ITU  RES  BALANCE  ERTY 


509.C0  25CO.OO 

10.00  <90.00 

150.00  34000 

$0.00  290JQ0 

<90.00 
Memo  enti  t  465.00 
20.00  44500 

2500  420.00 

100.00  .32000  100.00 

.  15.00  305.00 

50.00  25500 

275.00  (150.00) 


MONTHLY 

RECONCILIATION 


BAL  PcR  |  DA  FORM 


List 

Amount 

or  • 

Attach 

Adding 

Machine 

Tape 


20.00  I  255.00 


(17500) 

(14008) 


220.00  I  44000  I  25S.OO  2135-00.  [  320.00  I  213S.  TQ 


Outstanding  Checks: 

Fund  Balance 

#110  15.00 

#111  5300 

6500 


(1)  Each  entry  in  column  4  Wall  eljo  tie  made  on  uk  Form  4018  et  cost 


(2)  At  end  of  month,  balance  coll 


Bel  carried  to  next  mo. 


with  5  and  column  4  skills  • 


255.00  I  213509 
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PROPERTY  CONTROL  AND  DEPRECIATION  RECORD 

f«f  ttM  •»  rn  OH  JJO  65;  tKt  p’OMMfll  i^tucy  i«  4>»#  OHi(t  ttf  tStCftflW*11*’  t**»Awwy. 


DtSCAinNON  A*C>  DISPOSITION 

TV,  Color  RCA,  Vo.  S 
Apr  10/74  to  repair 
shop  (receipt  attached) 
returned  4/1 5/ 74 


I  PATS  i 
acquimso 


STOP 

OC»*HE« 

C«ATlOA* 


**©.  JVft.  I  VHi.  I  MO.  1  tn. 


Oan  74  5 


ACQUISITION 
COST  Oft 
VAlUi 


$250.00 


IQEHTt' 

flCATiON 

NUMftK* 


OI^J. 
ClATlON 
r£ ft  MONTH 


[lounge 


Out  V 74  loaned  to 
Co.  B,  i receipt  att 
returned  7/6/74 


,4  chairs,  upholstered 
?$50  ea.  Vo.  ZZ 
No.  W74,  1  chair 
trsfd  to  library. 
vo.  56 


$200.00  i  31-34. 


16  tennis  rackets  0 
S10  ea.  Vo.  30 
Sept  *74,  2  tennis 
rackets  damaged 
salvage.  P00,  Vo.  41 


»un  174  I  3  1 


$160.00 


Sports 
Eqo5p.  m 


Nov  ’74,  6  tennis 
rackets  sold.  Vo.  57 


(1)  Use  a  separate  caro  forjeacp  iteh 


DA.  555-,,  4078 


r*  moo  * .\di.vg 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-1-1 


PROPERTY  BOOK, 
PROPERTY  ACCOUNTABILITY 


REFERENCE: 

DA  PAM  710-2-1,  DATED  JANUARY  1982 
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MODULE  3-1-1 

PROPERTY  BOOK 
PROPERTY  ACCOUNTABILITY 

TASK:  To  determine  if  specific  property  accountability  procedures  are 

being  followed  in  preparation/maintenance  of  the  organization/ 
installation  property  book(s). 

CONDITION:  Given  unit  property  book(s),  DA  Pam  710-2-1,  and  guidance  within 
this  module. 

STANDARD:  You  must  be  able  to: 

1.  Determine  if  a  current  statement  of  responsbility  is  on  file 
in  the  property  book(s). 

2.  Determine  if  a  current  statement  of  accountability  is  on  file 
in  the  property  book(s). 

3.  Determine  if  a  current  DA  Form  2496,  Appointment  of  Property 
Book  Officer,  is  on  file  with  the  property  book(s). 

4.  Determine  if  all  property  recorded  as  being  on  hand  is  issued 
on  hand  receipts  and  posted  to  the  property  book(s),  or  in 
storage  under  the  control  of  the  property  book  officer. 

5.  Determine  if  organizational  and  installation  property  accounting 
records  are  maintained  separately. 

REFERENCE:  AR  710-2  Supply  Policy  Below  the  Wholesale  Level 
DA  Pam  710-2-1,  Using  Unit  Supply  System 

WHAT  TO  DO: 

1.  Insure  that  the  statement  of  responsibility  is  current  and  prepared  in  ac¬ 
cordance  with  Table  2-3,  AR  710-2. 

2.  Insure  that  the  statement  of  accountability  is  current  and  prepared  in  ac¬ 
cordance  with  Table  2-3,  AR  710-2. 

3.  Insure  that  a  DA  Form  2496,  Appointing  the  Property  Book  Officer,  is  filed 
with  the  property  book(s),  and  is  prepared  in  accordance  with  Para  2-5f,  AR  710-2, 
and  Para  4-4,  DA  Pam  710-2-1. 

4.  Insure  that  all  property  is  signed  out  on  hand  receipts  (DA  Form  2062)  or  under 
the  control  of  the  property  book  officer  in  storage.  Para  2-6,  AR  719-2,  Para 
5-3,  DA  Pam  710-2-1. 

5.  Insure  that  organizational  and  installation  property  records  are  maintained 
separately  as  prescribed  in  Para  2-5b(l)(2),  AR  710-2,  and  Para  4-2,  DA  Pam  710-2-1. 

a.  Organizational  Property  Is  that  property  that  is  authorized  on  MT04E,  TDA, 
and  deployable  CTA  property  and  will  accompany  the  unit  upon  mobilization. 

b.  Installation  Property  is  property  authorized  on  the  CTA  for  use  at  home 
station  and  may  not  accompany  the  unit  upon  mobilization. 


PROPERTY  RECORD 

For  uta  of  this  form.  DA  PAM  ?f0  2  1,  in#  proponom  #por>cy  ■«  DCSLOO 


DOCUMENT 

NUMBER 

QUANTITY 

RECEIVED 

QUANTITY 

TURN-IN 

BALANCE  BROUGHT  FORWARD 

UN 


ITCM  DESCRIPTION 


DA  Z™  3328 


To«*th«r  whti  DA  Form  3WB-1  roplocw  DA  Form#  j 
and  U»,  Auf  7t,  whWt  #r#  ataolara. 


79A* 


PROPERTY  RECORD 

For  ulo  of  this  form,  sn  DA  PAM  710  2  1 ,  the  proponent  agency  tt  DCS  LOG 


QUANTITY 

QUANTITY 

BALANCE 

OATE 

DOCUMENT 

QUANTITY 

QUANTITY 

BALANCE 

RECEIVED 

TURN-IN 

POSTEO 

NUM8E* 

RECEIVED 

TURN-IN 

LIN 


ITEM  DESCRIPTION 


_  .  FOAM 

DA  1}  3328 


Together  with  DA  Perm  3321-1  re plecee  DA  Formt  3321  Jan  77, 
end  3329,  Aug  7S,  which  cre  obeolete. 
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PROPERTY  BOOK, 
AUTHORIZATION  MEDIA 


REFERENCE: 

DA  PAM  710-2,  DATED  JANUARY  1982 
MTOE  OF  UNIT 
CTA'S 
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MODULE  3-1-2 

TASK: 


CONDITION: 

STANDARD: 


REFERENCE:  1 


PROPERTY  BOOK 
AUTHORIZATION  MEDIA 


1.  Determine  that  only  the  most  current  authorization  media 
is  utilized  in  computing  required  and/or  authorized  allow¬ 
ances  . 

2.  Determine  that  entries  on  property  records  are  in  the  cor¬ 
rect  quantities  and  entered  in  the  appropriate  spaces  pro¬ 
vided. 

3.  Determine  if  the  correct  authorization  document  is  quoted 
in  the  "Authority"  block  on  the  property  record. 

4.  Determine  the  correct  technical  publication  that  lists  the 
basic  issue  item,  or  component  listing  for  sets,  kits,  or 
outfits  is  entered  in  the  publication  data  block  on  the 
reverse  side  of  the  property  record. 

Given  your  unit's  organization/installation  property  record(s), 

references  listed  below: 

You  must  be  able  to: 

1.  Verify  that  only  the  current  and  most  recent  authorization 
documents  are  being  used. 

2.  Verify  that  entries  in  the  required  and  authorized  blocks  on 
the  property  record  are  correct. 

3.  Verify  that  the  correct  publication  is  utilized  to  compute 
allowances  and  the  "Authority"  block  on  the  property  record 
is  annotated  properly. 

4.  Verify  that  the  correct  technical  manual,  supply  bulletin, 
supply  catalog,  etc.,  is  utilized  and  that  data  is  entered 
in  the  "Publication  Data"  block  of  the  property  record. 

.  DA  Pam  710-2-1,  Using  Unit  Supply  System. 

.  Unit/Organization  Modified  Table  of  Organization  and  Equipment. 

.  Common  Tables  of  Allowances  (50-900,  50-909,  etc.) 

.  Special  Authorization  Documents 

.  DA  Pam  310-1,  Consolidated  Index  of  Army  Publications  and  Blank 

Forms. 
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MODULE  3-1-2 


WHAT  TO  DO: 

1.  Insure  that  the  quantity  in  the  required  block  of  the  property  record  is  the 
same  as  shown  in  the  recapitulation  column  of  the  MTO&E.  For  all  other  authori¬ 
zation  media,  this  block  is  left  blank.  (Fig  4-3,  DA  Pam  710-2-1). 

2.  Insure  that  the  authorized  quantity  entered  in  the  authorized  allowance  block 
on  the  property  book  is  the  same  as  shown  in  the  authorized  column  on  the  MTO&E, 
or  computed  as  required  by  CTA.  (Fig  4-3,  DA  Pam  710-2-1). 

3.  Insure  that  the  correct  authorization  document  is  listed  in  the  "Authority" 
block  of  the  property  record,  i.e.,  MTO&E,  CTA  50-900,  Special  Letter  of  Authori¬ 
zation,  etc.  (Para  4-1;  Fig  4-3;  DA  Pam  710-2-1). 

4.  Insure  that  the  publication  listed  in  publication  data  block  is  current  and 
lists  all  changes  and  dates.  (Fig  4-3  and  4-7,  DA  Pam  710-2-1). 
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PROPERTY  RECORD 

For  us«  of  this  form.  s*«  DA  PAM  710  2  1.  in*  proponent  *a*r.cy  >s  OCSlOG. 


PUBLICATION  DATA 


Hem*  of  DA  Perm  Jill 
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PROPERTY  RECORD 

For  use  of  this  form,  sea  OA  PAM  710  2  1,  the  proponent  eger.cy  >s  OCSLOG. 


H«NfW  of  DA  form  fit! 


»UJ.  o ormmmm  rnmOm§  Qltlwi  INI-N1440*» 


6"  6" 

TV 


SERIAL/REGISTRATION  NUMBER  RECORD 

For  um  ©f  thJ*  form,  im  DA  PAM  710-2-1;  th«  proponent  *©*ncy  It  DCSLOG. 


IST«  332H 
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SSttAly  SERIAL/  SSMAL/  SERIAL/ 

REGISTRATION  LOCATION  REGISTRATION  LOCATION  REGISTRATION  LOCATION  REGISTRATION  LOCATION 

NUMBER  NUMBER  NUMBER  NUMBER 


FORM 

DA  jam  as  3328 


Together  with  DA  Form  3328-1  replace*  DA  Form*  3328  Jen  77, 
end  3329,  Aug  78,  which  grc  obsolete. 
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SERtAL/ 

REOSTRATION 

NUMBER 


SERIAL/REGISTRATION  NUMBER  RECORD 

For  un  of  thf*  form,  mo  DA  PAM  719-2-1;  tho  proponent  agency  hi  DCStOO. 


SERIAL/ 

REGSTRATON 

LOCATION 

SBWAL/ 

RK3STRATWN 

LOCATION 

SERIAL/ 

REGISTRATION 

LOCATION 

NUMBER 

number 

NUMBER 

uf  wni 


hi 


10, 

3)W  ! 

1Q» 

3I<W 

U3T 

(t>  H 

4E 

ZfOl 

ip 


(  'W 


Itf  U3I2. 


lb  MLTI 


7G>  Hi*) 


IWK  6MTt»€S 


■  'J 

G 

El 


t. 


d  3)?0 


DA  iSTe*  3328-1 


insa 


SEClA 


LIST! 


?A*A 


ITEM  DESCRIPTION 

T&rt,  util  VmT 


tPahokI  HuiMged 


Ct 


[HI 


ttMnf  of  DA  Form  HSf-l 
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OUJL  Prtmtm  OWIO  tllf-Ml-MMMt 


COMMANDER'S  WORKBOOK  FOR  GROUP : 

ADM I N I STRAT I ON/LOG I ST I CS  MODULE : 


PROPERTY  BOOK 

PREPARATION  AND  MAINTENANCE 


REFERENCE: 

AR  710-2,  DATED  1  OCTOBER  1981 


SUPPLY 

3-1-3 
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MODULE  3-1-3 


PPflDF'PTV  RfiHV 

PREPARATION  AND  MAINTENANCE 


TASK: 


CONDITION: 

STANDARD: 


1.  Determine  that: 

a.  Stock  Number  (NSN) 

b.  Unit  of  Issue  (UI) 

c.  Line  Number  (LIN) 

d.  Equipment  Readiness  Code  (ERC) 

e.  Reportable  Item  Control  Code  (RICC) 

f.  Logistics  Control  Code  (LCC) 

g.  Security  Risk/Pilferage  Code  (SEC) 

h.  Equipment  Category  Code  (ECC) 

i.  Item  description 
are  current  and  correct. 

2.  Determine  that  property  records  are  filed  in  a  logical 
sequence. 

3.  Determine  that  property  records  are  prepared  for  different 
makes  and  models,  and  for  sized  items. 

4.  Determine  that  receipt  and  turn-in  documents  are  posted 
correctly  to  include  serial  numbers  on  the  serial/registration 
number  record  and  the  supporting  documents. 

Given  your  unit's  property  book(s),  references  listed  below: 

You  must  be  able  to: 

1.  Verify  the  correct  codes  listed  in  1A  through  II  above. 

2.  Verify  that  property  records  are  filed  in  a  logical  sequence. 

3.  Verify  that  make  and  model  pages,  and  pages  for  sized  items 
are  prepared. 

4.  Verify  that  supporting  transaction  documents  have  been  posted 
to  the  property  records  and  that  serial  numbers  are  entered  on 
supporting  documents  and  the  serial/registration  number  record. 
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MODULE  3-1-3 


REFERENCES:  1.  AR  710-2  Supply  Policy  Below  the  Wholesale  Level 

2.  DA  Pam  710-2-1,  Using  Unit  Supply  System 

3.  SB  700-20,  Army  Adopted/Other  Items  Selected  for  Authori¬ 
zation/List  of  Reportable  Items 

4.  Army  Master  Data  File  (AMDF) 

WHAT  TO  DO: 

1.  Insure  that  the  NSN  is  entered  in  ink  and  UI,  LIN,  EP.C,  ROCC,  LCC,  SEC,  ECC, 
and  item  description  are  entered  in  pencil.  Data  in  these  blocks  must  be  updated 
periodically  (Para  4-6,  Fig  4-3,  DA  Pam  710-2-1). 

2.  Insure  that  property  records  are  filed  in  a  logical  sequence.  (Para  4-3b(l) 
thru  (5),  DA  Pam  710-2-1) 

3.  Insure  that  make  and  model  pages  are  prepared  for  two  or  more  NSN’s  on  hand 
against  a  single  LIN  authorization.  Procedures  are  prescribed  in  para  4-6d, 

DA  Pam  710-2-1. 

4.  Insure  that  supporting  documents  are  posted  to  the  property  record,  as  pre¬ 
scribed  by  Para  4-8,  DA  Pam  710-2-1.  Insure  that  supporting  documents  are  pro¬ 
cessed  as  prescribed  by  Para  4-14,  DA  Pam  710-2-1. 

5.  Insure  that  serial  numbers  are  recorded  on  the  serial  registration  number 
record  for  all  items  as  prescribed  by  para  4-6e  and  4-10,  DA  Pam  710-2-1. 
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1  January  IM2 


Fun  710-1-1 
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4-3 


The  information  listed  on  this  form  is  to  be  used  as  a  general  guide  only. 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-1-4 


PROPERTY  BOOK, 
INVENTORY  REQUIREMENTS 


REFERENCE: 

DA  PAM  710-2-1,  DATED  JANUARY  1982 
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MODULE  3-1-4 


PROPERTY  BOOKS 
INVENTORY  REQUIREMENTS 


TASKS: 


CONDITION: 

STANDARD: 


1.  Determine  that  receipt  of  property  inventories  are  being 
conducted,  to  include  verification  of  serial  numbers,  com¬ 
ponents,  and  serviceability  of  equipment. 

2.  Determine  that  change  of  responsible  officer  inventories 
are  performed,  to  include  requirements  for  supplementing 
instructions  from  higher  headquarters. 

3.  Determine  that  annual  responsible  officer  inventories  are 
being  conducted,  to  include  inventory  of  all  hand  receipts 
and  sub-hand  receipts. 

4.  Determine  when  a  cyclic  inventory  should  be  performed  in 
lieu  of  the  annual  responsible  officer  inventory. 

5.  Determine  that  change  of  property  book  officer  inventories 
are  conducted. 

6.  Determine  that  annual  property  book  inventories  are  conducted 
by  the  property  book  officer. 

7.  Determine  that  sensitive  items  inventories  are  conducted  on 
a  monthly  basis  by  all  hand  receipt  holders. 

8.  Determine  that  weapons  and  ammunition  inventories  are  con¬ 
ducted  on  a  timely  basis,  to  include  the  requirement  for 
change  of  custody  of  the  arms  storage  facility  key. 

9.  Determine  that  individual  and  organizational  clothing  and 
equipment  (OCIE)  inventories  are  conducted,  to  include 
inventories  of  OCIE  issued  to  individuals  absent  from  the 
unit. 

Given  your  unit/organization  property  book,  hand  receipts, 

and  references  listed  below: 

You  must  be  able  to: 

1.  Verify  that  receipt  of  property  inventories  are  being  con¬ 
ducted,  to  include  the  verification  of  serial  numbers,  com¬ 
pleteness  of  components,  and  serviceability  of  equipment. 

2.  Verify  that  change  and  annual  responsible  officer  inven¬ 
tories  are  conducted,  to  include  inventories  of  hand  and 
sub-hand  receipts,  and  components  of  sets,  kits,  and  outfits. 
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MODULE  3-1-4 


REFERENCES: 


3.  Verify  that  cyclic  inventories,  when  used  in  lieu  of 
annual  responsible  officer  inventories,  are  conducted  in 
a  timely  manner. 

4.  Verify  that  change  and  annual  property  book  inventories 
are  conducted  as  required. 

5.  Verify  that  sensitive  items  inventories  are  conducted  on 
a  monthly  basis  by  all  hand  receipt  holders.  The  PBO 
must  inventory  all  sensitive  items  not  listed  on  hand 
receipts. 

6.  Verify  that  weapons  and  arraunitions  inventories  are  con¬ 
ducted,  to  include  requirement  for  change  of  custody  to 
the  arms  storage  facility  key. 

7.  Verify  that  individual  and  organizational  clothing  and 
equipment  (OCIE)  inspections  are  conducted. 

1.  AR  710-2,  Supply  Policy  Below  the  Wholesale  Level 

2.  DA  Pam  710-2-1,  Using  Unit  Supply  System 

3.  AR  700-84,  Issue  and  Sale  of  Personal  Clothing,  w/C-1 

4.  AR  735-11,  Accounting  for  Lost,  Damaged,  and  Destroyed  Property 

5.  AMDF,  Army  Master  Data  File 

6.  1A  Supplement  1  to  AR  700-84,  Issue  and  Sale  of  Personal  Clothing 


WHAT  TO  DO: 

1.  Insure  that  receipt  of  property  inventories  are  conducted  as  required  by  Para 
2-12h,  AR  710-2,  and  Para  9-4,  DA  Pam  710-2-1. 

2.  Insure  that  responsible  officer  inventories  are  conducted,  in  accordance  with 
Para  2-12,  AR  710-2,  and  Para  9-5,  DA  Pam  710-2-1. 

3.  Insure  that  annual  responsible  officer  inventories  are  conducted  as  outlined 
in  Para  2-12e,  AR  710-2,  and  Para  9-6,  DA  Pam  710-2-1.  If  cyclic  inventories  are 
used  in  lieu  of  the  annual  inventory  procedures  prescribed  in  Para  9-7,  DA  Pam 
710-2-1  must  be  followed. 

4.  Insure  that  change  of  property  book  officer  inventories  are  conducted  as  pre¬ 
scribed  by  Para  2-12f,  AR  710-2,  and  Para  9-8,  DA  Pam  710-2-1. 

5.  Insure  that  the  property  book  officer  conducts  an  annual  property  book  inven¬ 
tory  as  directed  by  Para  2-12g,  AR  710-2,  and  Para  9-9,  DA  Pam  710-2-1. 
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6.  Insure  that  a  sensitive  item  inventory  is  conducted  monthly  for  items  identi¬ 
fied  by  SEC's  listed  in  Para  2-1 2k ,  AR  710-2,  using  procedures  prescribed  in 
Para  9-10,  DA  Pam  710-2-1. 

7.  Insure  that  weapons  and  ammunition  inventories  are  conducted  as  required  by 
Para  2-121,  AR  710-2,  and  Para  9-11,  DA  Pam  710-2-1.  This  will  also  include  the 
required  inventory  for  change  of  responsibility  of  the  arms  storage  facility  key. 

8.  Insure  that  individual  clothing  is  inventoried  as  required  by  Para  16-15, 

AR  700-84,  as  supplemented  by  1A  Supplement  1  to  AR  700-84. 

9.  Insure  that  organizational  clothing  and  equipment  COCIE)  is  inventoried  as 
presceibed  by  Para  2-12n,  AR  710-2,  and  Para  10-15,  DA  Pam  710-2-1. 
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1  January  1982 


Pam  710-2-1 


DISPOSITION  FORM 

for  an  of  tfifc  form.  —  Am  340-18;  the  proporwit  egnscy  k  TAQO. 

RIMMENCf  O*  O^FICt  SYMBOL  SUBJtCT 

AFVS-CO-PV  Annual  Responsible  Officer  Inventory 

to  Cdr,  1-651  Arty  Bn  Jnou  Cdr,  A  Btry  oatc  zu  jui  bi  cmt  i" 

1-651  Arty  Bn  SSG  Davis/vc/6634 

1.  References: 

a.  DA  PAM  710-2-1. 

b.  AR  735-11. 

2.  Under  the  provisions  of  paragraph  9-6,  reference  la,  a  100  percent 
physical  inventory  has  been  conducted  on  this  unit's  property.  Discrepan¬ 
cies  have  been  accounted  for  under  the  provisions  of  reference  la  and  lb. 
Document  number  1200-0001  applies. 

fhy*.  (J. 

ROGER  W.  SMITH 
CPT,  FA 
Commanding 


DA  auom  2496  miviouf  coition*  will  ac  utco 

The  information  listed  on  this  form  is  to  be  used  as  a  general  guide  only. 


figure  g-I,  Sample  Inventory  Df;  annual  rmponsibl*  officer  inventory. 
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DISPOSITION  FORM 

For  um  o t  t hit  form,  im  AH  340*15.  th*  propo«««*  »^«cy  l«  TAOO. 


REFERENCE  OH  OFFICE  SYMBOL  SUBJECT 

AF  VS -CO- LG  Cyclic  Inventory 


20  Jul  81  CMTt 
SFC  Edwards/vb/6002 


to  cdr ,  B  Btry  FR0M  PBO,  1-651  Arty  Bn  °*T*  20  Jul  81  cmt  i 

1-651  Arty  Bn  SFC  Edwards/vb/6002 

1.  References: 

a.  DA  PAM  710-2-1. 

b.  AR  735-11. 

2.  Under  the  provisions  of  paragraph  9-6,  reference  la,  you  are  required  to 
physically  .inventory  100  percent  of  your  unit's  property  annually. 

Paragraph  9-6,  reference  la,  allows  this  inventory  to  be  conducted  on  a 
cyclic  basis. 

3.  The  cyclic  method  of  inventory  has  been  chosen  for  use  in  this  command. 
During  the  month  of  August  you  are  to  inventory  LIN  A01869  through  C51916 
on  your  organization  property  hand  receipt,  and  LIN  A17126  through  C70747 
on  your  installation  property  hand  receipt. 

4.  Results  of  the  inventory  will  be  recorded  on  CMT  2  of  this  DP,  and 
forwarded  to  this  office  NLT  31  August  1981. 

5.  If  discrepancies  are  noted,  they  should  be  brought  to  my  attention 
immediately.  Reference  la  and  lb  requires  that  discrepancies  be  docu¬ 
mented.  I  will  assist  in  documenting  discrepancies,  if  necessary. 


ttAMES  P.  SMITH 
CW4,  USA 

Property  Book  Officer 


AFVC -CO-BO  (20  Jul  81) 

PBO,  1-651  Arty  Bn 
Artillery  Battalion 


Cdr,  B  Btry 
1-651  Arty  Bn 


27  Aug  81  CMT  2 
SSG  Brown/jc/7215 


1.  The  property  indicated  in  paragraph  3,  CMT  1,  has  bern  inven¬ 
toried.  In  addition,  all  sensitive  items  have  been  inventoried. 


2.  No  discrepancies  were  noted. 


C/bJLO-  ^ 

CHARLES  W.  JONES  III 
CPT,  FA 
Commanding 


5  A  w\  f  i.  t 


DA  ^  2496 


PREVIOUS  COITIONS  WILL  SC  USCD 


The  information  listed  on  this  form  is  to  be  used  as  a  general  guide  only. 


Figure  9-2.  Sample  DF  directing  an  inventory  and  the  results. 


For  uu  of  this  form.  IM  AR  340-16;  th«  proponent  agwicy  to  TAOO. 


REFERENCE  OR  OFFICE  SYMBOL 


AFVS-CO-LG 


to  Cdr 

1 -651st  Arty  Bn 


Annual  Property  Book  Inventory 


PBO 

1 -651 st  Arty  Bn 


date  25  May  82 
SFC  Edwards/gan/6002 


1 .  References : 

a.  DA  Pam  710-2-1. 

b.  AR  735-11. 

2.  Under  the  provisions  of  para  9-9,  reference  la,  a  physical  inventory  has  been  conducted 
of  all  property  book  items  not  issued  on  hand  receipt.  Discrepancies  have  been  accounted 
for  under  the  provisions  of  reference  la  and  lb.  Document  numbers  2145-0001  and  2145-1001 
apply. 


'/Tames  p.  smith 

CW4,  USA 

Property  Book  Officer 


M  fiffl,  2496 


r  AEVIOUS^E^IONS  WILL  BE  USED 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE :  3-1-5 


PROPERTY  BOOKS/ 
REPORTING  REQUIREMENTS 


REFERENCE: 

DA  PAM  710-2-1/  DATED  JANUARY  1982 
AR  220- i 
TM  38-750 
SB  700-20 
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MODULE  3-1-5 

PROPERTY  BOOK 

REPORTING  REQUIREMENT 

TASK: 

Determine  if  authorized  MTQ&E  equipment  is  properly  identified 
in  order  to  establish  which  items  are  reportable  on  the  Materiel 
Readiness  Report  (MRR),  DA  Form  2406;  the  Unit  Status  Report 

USR,  DA  Form  2715  and  2715-1;  and  the  Equipment  Control  Record, 

DA  Form  2408-9. 

CONDITION: 

Given  the  unit/organization  property  book,  MTO&E,  and  references 
listed  below. 

STANDARD: 

You 

must  be  able  to: 

1. 

Verify  the  Reportable  Item  Control  Code  (RICC)  indicated  on 
the  property  record. 

2. 

Verify  the  Equipment  Readiness  Code  (ERC)  on  the  MTO&E  and 
property  record. 

3. 

Verify  the  Equipment  Category  Code  (ECC)  to  be  entered  in  the 
2406  block  on  the  property  record. 

4. 

Verify  that  Equipment  Control  Record,  DA  Form  2408-9  is  prepared 
for  equipment  that  has  to  be  reported. 

REFERENCE: 

1. 

DA  Pam  710-2-1,  Using  Unit  Supply  System. 

2. 

TM  38-750,  The  Arruy  Maintenance  Management  System  (TAMMS) 

3. 

Unit/Organization  Modified  Table  of  Organization  and  Equipment 
(MTO&E) 

4. 

AR  220-1  Unit  Status  Reporting 

5. 

SB  700-20,  Arnjy  Adopted/Other  Items  Selected  for  Authorization/ 
List  of  Reportable  Items. 

WHAT  TO  DO: 

1.  Insure  that  the  Reportable  Item  Control  Code  (RICC)  is  entered  on  the  property 
record  for  all  items  on  hand.  The  RICC  is  shown  on  SB  700-20.  (Fig  4-3,  DA  Pam 
710-2-1). 

2.  Insure  that  the  Equipment  Readiness  Code  (ERC)  on  the  property  record  is  the 
same  as  shown  on  the  most  current  Modified  Table  of  Organization  and  Equipment 
(MTO&E).  (Fig  4-3,  DA  Pam  710-2-1). 

3.  Insure  that  the  Equipment  Category  Code  (ECC)  is  entered  in  the  2406  Block  on 
the  Property  Record  for  all  Equipment  listed  in  para  4-6,  TM  38-750. 

4.  Insure  that  an  Equipment  Control  Record,  DA  Form  2408-9  is  prepated  for  equip¬ 
ment  identified  in  para  5-9,  and  APP  E,  TM  38-750. 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-2-1 


DA  FORM  2064 

DOCUMENT  REGISTER,  EXPENDABLE/DUBA6LE 


REFERENCE: 

DA  PAM  710-2-1,  DATED  JANUARY  1982 
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MODULE  3-2-1 


DA  FORM  2064 

DOCUMENT  REGISTER  FOR  SUPPLY  ACTIONS 
EXPENDABLE/DURABLE 


TASK:  To  emphasize  key  aspects  of  DA  Form  2064,  Document  Register  for 

Supply  Actions  for  Expendable/Durable  Supply  Requests. 

CONDITION:  Given  a  DA  Form  2064,  Reference  listed  below. 

STANDARD:  You  must  be  able  to: 

1.  Determine  how  to  distinguish  between  durable  and  expendable 
supply  requests. 

2.  Determine  who  assigns  blocks  of  expendable/durable  document 
serial  numbers  to  elements  or  sub-elements  of  a  unit/organization. 

3.  Determine  who  initials  Urgency  of  Need  Designators  (UND's)  A  and 
B  requests. 

4.  Determine  filing  procedures  for  the  expendable/durable  document 
register  and  supporting  documents. 

REFERENCE:  1.  DA  Pam  710-2-1,  Using  Unit  Supply  System. 

2.  AR  700-84,  Issue  and  Sale  of  Personal  Clothing,  w/ch  1. 

3.  1A  Supplement  1  to  AR  700-84,  Issue  and  Sale  of  Personal  Clothing. 

4.  AMDF  -  Army  Master  Data  File. 

WHAT  TO  JO: 

1.  Verify  that  only  expe.idabl e/durable  items  are  requested  and  entered  on  this 
document  register.  For  a  definition  of  expendable  and  durable  items,  refer  to 
glossary  3,  DA  Pam  710-2-1.  To  verify  the  expandability  of  supplies,  the  AMDF 
must  be  utilized. 

2.  Verify  that  the  PBO  assigns  a  block  of  docment  numbers  to  elements  of  his  unit/ 
organization  when  he  elects  for  these  elements  to  request  expendable/durable  supplies. 
Care  must  be  taken  to  insure  that  only  one  element  within  a  unit  is  authorized 
durable  items.  (Para  2-19a  &  b,  DA  Pam  710-2-1). 

3.  Verify  that  as  comnander,  you  delegate  authority  to  initial  UND  A  &  B  requests 
on  DA  Form  2064.  (Para  2-3,  DA  Pam  710-2-1). 

4.  Verify  that  expendable/durable  document  registers  are  filed  in  accordance  with 
AR  340-2  for  MTO&E  units  and  AR  340-18-14  for  all  other  units.  (Para  2-19d,  DA 
Pam  710-2-1) 
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MODULE  3-2-1 

5.  Verify  that  filing  procedures  for  supporting  documents  as  outlined  in  Para 
4-14,  DA  Pam  710-2-1,  are  followed.  Request  for  Personal  Clothing  requested  for 
a  member  of  the  unit  must  be  recorded  in  the  expendable/durable  document  register 
and  a  temporary  suspense  and  completed  file  must  be  maintained  as  prescribed  by 
1A  Supplement  1  to  AR  700-84. 
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DISPOSITION  FORM 

For  um  of  this  form,  tm  AR  340  .8;  tho  proponent  sgmcy  it  T  AGO. 


REFERENCE  OR  OFFICE  SYMBOL 


Property  Book  Officer 
All  Concerned 


Assignment  of  Document  Serial  Numbers 


Commander 
1-651  Arty  Bn 


1.  The  DODAAC  of  this  unit  is  WTTHEC  and  the  UIC  is  WAZHAA.  All  sub-elements  of  this 
unit  will  use  the  unit  DODAAC. 

2.  In  accordance  with  para  2-19c(2),  DA  Pam  710-2-1,  the  following  document  serial  numbers 
are  assigned  to  the  respective  sections: 


—  0001  thru  0999 

—  1000  thru  1999 

—  2000  thru  2999 

—  3000  thru  3999 


Non-expendable  property  book  section 
Expendable/durable  property  book  section 
Class  IX  repair  parts  -  Motor  Pool 
POL 


JOHN  BROWN 
LTC,  FA 
Commanding 


Arom 

aug  to 


2496 


PREVIOUS  COITIONS  WILL  BE  USED 


COMMANDER'S  WORKBOOK  FOR  GROUP : 

ADM I N I STRAT I 0N/L06 I ST I CS  MODULE : 


DA  FORM  2064 

DOCUMENT  REGISTER,  NON-EXPENDABLE 


REFERENCE: 

AR  710-2,  DATED  1  OCTOBER  1981 


SUPPLY 

3-2-2 
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MODULE  3-2-2 

TASKS : 


CONDITION: 

STANDARD: 


DA  FORM  2064 

DOCUMENT  REGISTER,  NON-EXPENDABLE 

1.  Determine  if  the  non-expendable  document  register  is  kept  only 
at  the  property  book  level. 

2.  Determine  if  only  property  book  items  (regardless  of  ARC)  or 
non-expendable  components  are  entered  on  the  register. 

3.  Determine  if  the  correct  priority  designator  is  utilized  on 
the  unit's  Force  Activity  Designator  (FAD)  and  the  Urgency 
of  Need  Designator  (UND). 

4.  Determine  if  requests  with  UND's  A  and  B  are  initialed  by 
the  person  authorized  to  authenticate  UND's  A  and  B  requests. 

Given  your  unit/prganization  non-expendable  document  register,  the 
references  listed  below,  and  guidance  within  this  module. 

You  must  be  able  to: 


1.  Verify  that  only  one  document  register  for  MTOE  and  non-expendable 
items  is  being  maintained. 

2.  Verify  that  only  property  book  items  and  non-expendable  com¬ 
ponents  are  requested. 

3.  Verify  the  proper  assignment  of  UND's  A  and  B  to  requests  for 
supplies. 

4.  Verify  that  UND  A  and  B  requests  are  authenticated  by  the  in¬ 
dividual  authorized  to  do  so  in  column  h  on  DA  Form  2064. 

REFERENCES:  DA  Pam  710-2-1,  Using  Unit  Supply  System  Manual  Procedures,  Jan  82. 

AR  710-2,  Supply  Policy  Below  the  Wholesale  Level,  1  Oct  81 


WHAT  TO  DO: 

1.  Insure  that  only  the  PBO  maintains  the  non-expendable  document  register.  (Ref: 

Para  2-19a(l),  DA  Pam  710-2-1). 

2.  Insure  that  all  transactions  entered  on  the  non-expendable  document  register 
are  supported  by: 

a.  A  completed  request  placed  in  the  completed  document  file. 

b.  A  due-in  suspense  copy  with  status  cards  is  maintained  in  the  dues-in 
suspense  file. 

c.  A  cancellation  document  received  from  the  source  of  supply  and  placed  in 
the  completed  document  file. 

3.  Insure  that  the  document  register  is  maintained  in  accordance  with  DA  Pam  710-2-1, 
Fig  2-6. 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE  3-3-1 


DA  FORM  2062/  HAND  RECEIPTS 


REFERENCE: 

AR  710-2/  DATED  1  OCTOBER  1981 
DA  PAM  710-2-1/  DATED  JANUARY  1982 


MODULE  3-3-1 

DA  FORM  2062, 

HAND  RECEIPTS 

TASK:  To  recognize  the  key  factors  of  DA  Form  2062. 

CONDITION:  Given  a  completed  sample  of  DA  Form  2062  and  guidance  within  this 

module. 

STANDARD:  You  must  be  able  to: 

1.  Determine  that  the  DA  Form  2062  is  being  used  as  a  hand  receipt. 

2.  Determine  that  the  hand  receipt  does  have  a  hand  receipt  file 
number. 

3.  Determine  that  the  total  allowance  column  is  complete. 

4.  Determine  that  the  individual  receiving  the  property  has  acknow¬ 
ledged  receipt  of  the  property  listed  on  the  hand  receipt. 

REFERENCE:  AR  710-2,  Supply  Policy  Below  the  Wholesale  Level,  1  Oct  81 

DA  Pam  710-2-1,  Using  Unit  Supply  System  Manual  Procedures,  1  Jan  82 

WHAT  TO  DO: 

1.  Insure  that  the  words  "Annex  No."  are  crossed  out.  (DA  Pam  710-2-1). 

2.  Insure  that  the  "Hand  Receipt  File  No."  section  in  the  "To"  block  of  the  DA 
Form  2062  has  a  locally  designed  number  entered.  (Figure  2-5). 

3.  Insure  that  the  "Qty  Auth"  column  of  the  DA  Form  2062  has  been  completed  in 
pencil . 

4.  Insure  that  subhand  receipts  are  filled  out  the  same  as  hand  receipt  above. 
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1  January  19S2 


Pam  710-2-1 


INSTRUCT  H ,  5  FOR  SPARING  DA  FORM  2062  AS  A  HAND  OR  SUBHAND  RECEIPT 


Block  or  Column 
Hand  Rt  -i,  i  'Annex  Number . 

From . 

To . 


Hand-Receipt  Number 


Stock  Number 


Item  Description 


Instructions 

Line  out  annex  number. 

Enter  the  name  of  the  organization,  unit,  section,  or  squad  which 
issues  the  property.  Do  not  enter  a  person’s  name. 

1 .  Enter  the  name  of  the  unit,  section,  or  squad  to  which  the  proper¬ 
ty  is  issued. 

2.  For  quarters  furniture  or  property  of  a  personal  nature,  such  as 
sheets,  pillow-case,  or  bed,  enter  the  name  and  rank  of  the  person 
receiving  the  property. 

Enter  a  locally  designated  number.  Use  it  to  post  the  location  of  prop¬ 
erty  in  the  property  book.  A  number  is  not  required  when  property  of 
a  personal  nature  is  issued  directly  to  an  individual. 

1.  Enter  the  stock  number  of  the  item  being  described. 

2.  Line  item  number  (LIN)  may  be  entered  for  identifying  items  to 
be  inventoried  on  a  cyclic  basis  (ink  or  pencil  entry). 

1.  Enter  enough  words  to  identify  the  item. 

2.  Enter  the  number  and  dat«*  of  the  publication  that  contains  the 
basic  issue  items  list  (BIIL),  mandatory  discretionary  components,  or 
other  components  list  (ink  or  pencil  entry)-  The  publication  number 
will  normally  be  an  operator’s  technical  manual  (-10)  or  supply 
catalog  (SC). 

3.  Enter  serial/registration  numbers  when  recorded  on  the  property 
book.  Line  out  serial  numbers  when  the  item  is  turned  in. 


SEC 


V  . 

QtyAuth . 

Quantity  Columns  A  through  F 


When  used  as  a — 

•  Hand  or  subhand  nsceirt,  enter  the  hand-receipt  annex 
number  for  the  item  (pencil  entry).  If  hand-receipt  annex  is  not  re¬ 
quired,  leave  blank. 

•  Hand  receipt  for  quarters  furniture,  enter  the  proper  condition 
code  at  time  of  issue  (ink  or  pencil  entry).  Condition  codes  are  listed 
below.  (Entry  required  only  for  family  quarters  occupants.) 

Enter  the  SEC  code  of  the  item  (pencil  entry  )  This  code  is  in  the 
AMDF. 

Enter  the  unit  of  issue  (pencil  entry). 

Enter  the  quantity  authorized  t.^  be  on  hand  (pencil  entry). 

1.  Enter  the  quantitv  on  hand  for  each  item  listed.  Line  out  all  un¬ 
used  blocks  in  columns  with  recorded  qun  tities. 

2.  Advance  all  quantities  to  the  next  quantity  column  when  quan¬ 
tities  change.  Quantities  must  be  advanced  when  changing  hand  or 
subh and -receipt  holders. 

3.  The  person  receiving  the  property  will  sign,  enter  his  or  her  rank 
and  dare  >  he  proper  quantity  column  on  the  last  page  (ink  entry) .  The 
last  page  u  the  last  numbered  page.  It  may  be  an  odd  or  even 
number.  The  last  page  may  be  reserved  for  tignatum  only.  (The 
original  page  will  have  an  original  signature;  the  copy  may  have  a 
carbon  signature.) 


Self-explanatory. 


CONDITION  CODES  (FOR  QUARTERS  FURNITURE  ONLY) 

BE -Bent  F -Faded  RU-Rustcd 

BR- Broken  G- Gouged  SC-Scratched 

BU-Bumed  L- Loose  SO-Soiled 

CH -Chipped  M -Marred  T-Torn 

MO-Motheaten  MI-MUdewed  W-Badly  Worn 

D- Dented  R-Rubbed  Z- Cracked 


Note:  All  entries  will  be  made  in  ink  or  typewritten  unlam  otherwise  stated. 


Figure  5-1.  £)A  Form  2062  m  o  hand  receipt — Continued 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-3-2 


DA  FORM  2062/ 
HAND  RECEIPT  ANNEXES 


REFERENCE: 

AR  710-1/  DATED  1  OCTOBER  1981 
DA  PAM  710-2-1,  DATED  JANUARY  1982 
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MODULE  3-3-2 

DA  FORM  2062 
HAND  RECEIPT  ANNEXES 

TASK:  To  recognize  the  key  entries  on  DA  Form  2062  when  used  as  a  hand 

receipt  annex. 

CONDITION:  Given  DA  Form  2062  and  reference  listed  below. 

STANDARD:  You  must  be  able  to: 

1.  Determine  which  items  on  the  master  hand  receipt  require  a 
hand  receipt  annex. 

2.  Determine  that  the  hand  receipt  annex  is  assigned  an  annex 
number,  which  is  also  shown  on  the  hand  reciept. 

3.  Determine  that  the  NSN,  end  item  description,  publication 
number  and  date,  is  entered  on  DA  Form  2062,  for  the  set, 
kit,  or  outfit,  SKO. 

4.  Determine  the  quantity  of  end  :i terns  the  annex  is  prepared  for 
and  insure  that  correct  shortages  are  shown. 

5.  Determine  that  shortages  listed  on  the  annex  are  validated 
by  the  person  responsible  for  keeping  the  document  register. 

6.  Determine  that  when  the  pre-printed  component  listing  for  a 
SKO  is  used,  only  the  actual  shortages  are  listed,  and  the 
commander  or  PBO  authenticates  the  shortages. 

REFERENCE:  AR  710-2,  Supply  Policy  Below  the  Wholesale  Level 
DA  Pam  710-2-1,  Using  Unit  Supply  System 

WHAT  TO  DO: 

1.  End  items  that  have  components  are  issued  on  hand  or  sub-hand  receipts,  and 
non-expendable  or  durable  shortages  exist,  a  hand  receipt  annex  must  be  prepared. 
(Para  2-7,  AR  710-2;  Para  6-1,  DA  Pam  710-2-1) 

2.  Insure  that  an  annex  number  is  assigned  to  each  hand  receipt  annex  and  cross- 
referenced  to  the  hand  receipt.  (Fig  5-1  and  6-1,  DA  Pam  710-2-1). 

3.  Insure  that  all  pertinent  information,  applicable  to  the  end  item  the  annex 
is  prepared  for,  is  entered  on  DA  Form  2062  as  shown  in  Fig  6-1,  DA  Pam  710-2-1. 

4.  Insure  that  the  correct  number  of  shortages  of  components  is  shown,  if  the 
annex  has  been  prepared  for  more  than  one  like  end  item.  (Fig  6-1,  DA  Pam  710-2-1) 

5.  Insure  that  shortages  listed  in  the  quantity  columns  are  validated  by  the  PBO 
or  commander.  (Para  6-lb,  DA  Pam  710-2-1). 

6.  Insure  that  when  utilizing  the  pre-printed  DA  Form  2062,  only  non-expendable 
and  durable  component  shortages  are  shown  in  the  quantity  column  and  validated  by 
the  PBO  or  commander.  (Para  6-la,  5,  DA  Pam  710-2-1). 
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The  information  listed  on  this  form  is  to  be  used  as  a  i 


al  tukfe  only 


Figure  $- 1 .  DA  Form  2062  «  a  hand  roottpi  < 
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Pam  710-2-1 


1  January  1082 


INSTRUCTIONS  l  TR  PREPARING  DA  f  f*RM  2062  AS  A  HAND-RECEIPT  ANNEX 


When  using  the  preprinted  DA  Form  2Cc2,  most  of  the  data  for  ihe  following  instructions  will  already  be  printed. 


Column  or  Block 
Hand -Receipt/ Annex  Number  . 


Instructions 

Enter  the  consecutive  annex  number  after  the  title. 


Fro® .  Enter  the  same  data  recorded  on  the  hand  or  subhand  receipt  to 

which  the  annex  applies. 

To .  Enter  the  same  data  recorded  on  the  hand  or  subhand  receipt  to 

which  the  annex  applies. 

Hand  Receipt  Number . . .  Enter  the  same  data  recorded  on  the  hand  or  subhand  receipt  to 

which  the  annex  applies. 

End  Item  Stock  Number .  Enter  the  stock  number  of  the  item  for  which  shortages  exist. 

End  Item  Description .  Enter  the  description  of  the  item  for  which  shortages  exist. 

Publication  Number .  Enter  the  publication  number  listed  for  the  end  item  on  the  hand  or 

subhand  receipt  (ink  or  pencil  entry). 

Publication  Date .  Enter  the  date  of  the  publication  listed  for  the  end  item  on  the  hand 

or  subhand  receipt  (ink  or  pencil  entry). 

Quantity .  Enter  the  number  of  end  items  to  Hhich  the  annex  applies. 

Stock  Number .  Enter  the  stock  number  of  the  missing  item. 

Item  Description .  Enter  a  description  of  the  missing  item. 

.  Enter  the  accounting  requirements  code  (ARC)  of  the  missing  item 

(pencil  entry). 

SEC . .  Leave  Blank. 


kH .  Enter  the  unit  of  issue  of  the  missing  item  (pencil  entry'). 

QTY  AUTH  .  Leave  blank. 

Quantity  Columns  A  through  F .  1.  Enter  the  quantity  missing  for  each  item  listed.  Line  out  all  un¬ 

used  blocks  in  columns  with  recorded  quantities. 

2.  Advance  all  quantities  to  the  next  quantity  column  when  quan¬ 
tities  change.  Quantities  must  be  advanced  when  the  person  that 
validated  the  shortages  is  replaced. 

3.  The  person  filling  the  position  identified  in  the  “From"  block  will 
initial  the  last  page  under  the  last  recorded  item  (ink  entry).  Short¬ 
ages  must  be  validated  by  the  current  responsible  person. 

Self-Explanatory. 


Page_ 


-pages. 


Note:  Make  all  entries  in  ink  or  b>  typewriter  unless  otherwise  stated. 

Figure  6-1.  DA  Form  2062  at  a 

6-2.  Component  hand  receipt  procedures,  a.  A 
component  hand  receipt  is  a  list  of  nonexpendab!-  and 
durable  components  of  sets  kits,  and  outfits  (SKO) 
that  have  been  issued  to  a  using  individual.  Expend¬ 
able  items  may  be  listed  for  information  purposes. 

When  available,  preprinted  DA  Forms  2062  will  be 
used  for  component  hand  receipts.  Preprinted  DA 
Forms  2062  are  published  in  conjunction  with  selected 
SCs.  Available  preprinted  DA  Forms  2062  are  iden¬ 
tified  in  D\  Pam  310-6  by  the  letters  “HF"  after  the 
SC  number.  Use  blank  DA  Form;  2062  when 
preprinted  forms  are  not  avaikble.  The  component 
hand  receipt  is  the  record  of  responsibility  for  items 
listed  on  it.  It  is  also  the  record  that  validates  compo¬ 
nent  shortages;  therefore,  hand  receipt  annexes  are  not 
required.  Use  a  component  hand  receipt  when  issuing 
an  SKO  that— 


receipt  annex— Continued 

(1)  Has  an  individual  basis  of  issue;  and 

(2)  Is  to  be  issued,  to  the  using  individual. 

».  Component  hand  receipts  will  be  prepared  by 
the  person  issuing  the  property.  Prepare  compo¬ 
nent  hand  receipts  in  two  copies.  The  preparer 
will  keep  the  original.  The  using  individual  will 
keep  the  copy.  The  user's  copy  will  be  filed  or 
kept  with  the  issued  equipment.  Figure  6-2  gives 
instructions  for  preparing  DA  Form  2062  as  a 
component  hand  receipt.  File  component  hand 
receipts  according  to  AR  340-2  or  AR 
340-18-14,  as  applicable. 

Keep  component  band  receipts  current.  Do  this 
by  posting  changes  as  they  occur  or  by  using 
change  documents.  When  change  documents  are 
used,  follow  the  procedures  In  paragraph  5 -3d. 
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3-  4P, 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-3-3 


DA  FORM  2062, 
COMPONENT  HAND  RECEIPTS 


REFERENCE: 

AR  710-2,  DATED  1  OCTOBER  1981 
DA  PAM  710-2-1,  DATED  1  JANUARY  1982 
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MODULE  3-3-3 


DA  FORM  2062, 
COMPONENT  HAND  RECEIPTS 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 

WHAT  TO  DO: 


To  determine  when  component  hand  receipts  are  required  and  the 
preparation  thereof. 

Given  a  pre-printed  2052,  Component  Hand  Receipt,  and  references 
listed  below. 

You  must  be  able  to: 

1.  Determine  when  a  component  hand  receipt  must  be  used. 

2.  Determine  the  required  entries  on  the  component  hand  receipt. 

3.  Determine  the  correct  preparation  of  the  component  hand  receipt. 

AR  710-2,  Supply  Policy  Below  the  Wholesale  Level 
DA  Pam  710-2-1,  Using  Unit  Supply  System 


1.  Insure  that  component  hand  receipts  are  prepared  when  the  end  item  is  issued 
directly  to  the  using  individual.  (Para  2-7a,  AR  710-2,  Para  6-2a,  DA  Pam  710-2-1) 

2.  Insure  that  all  non-expendable  and  durable  components  contained  in  the  end  item 
are  shown,  by  quantity  authorized,  on  the  listing.  Items  short  for  the  end  item 
will  not  be  shown,  and  as  such,  will  validate  the  shortage.  Expendable  items  may 
be  shown  for  information  purposes. 

3.  Insure  that  the  individual  receiving  the  end  item  assumes  responsibility  for 
the  end  item  by  placing  his  signature  on  the  last  page  of  the  listing  as  shown 
in  Fig  6-2,  DA  Pam  710-2-1. 
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Pam  710-2-1 
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Figure  6-2.  DA  Form  2062  at  afeompenent  hand  racaiptjt 
FOR  PREPAR1NC  DA  FORM  »62  AS  ^COMPONENT  a 


INSTRUCTIONS  FOR  PREPARING  DA  FORM  4062  AS  A  COMPONENT  HAND  RECEIPT 
When  using  the  preprinted  DA  Form  4062,  most  of  the  data  for  the  following  Instructions  will  already  be  printed. 


Column  or  Block 
Hand-Receipt/ Annex  Number  . 


Lin*  out  ‘Annas  Numb*.’ 
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Pam  710-2-1 


1  January  1982 


From .  Enter  the  name  of  the  organization,  unit,  section,  or  squad  which 

Issues  the  property. 

To .  Enter  the  sime  end  rink  of  the  person  receiving  the  property. 

Hand  Receipt  Number .  Enter  a  locally  designated  number. 

End  Item  Stock  Number . . .  Enter  the  stock  number  of  the  end  item. 

End  Item  Description. . . .  Enter  a  description  of  the  end  item. 

Publication  Number .  Enter  the  description  of  the  publication  that  contains  the  basic  issue 

items  list  (BIIL),  mandatory  discretionary  components,  or  other 
components  list  for  the  end  item. 

Publication  Date .  Enter  the  date  of  the  publication  listed  in  the  “Publication  Number" 

block. 


Quantity . 

Stock  Number . . 
Item  Description 


SEC . 

UI . 

QTYAUTH  . 

Quantity  Columns  A  through  F 


Enter  "1." 

Enter  a  description  of  each  component  of  the  end  item. 

Enter  a  description  of  each  component  of  the  end  item. 

Enter  the  Accounting  Requirements  Code  (ARC)  of  the  component 
(pencil  entry). 


Enter  SEC  of  the  component  (pencil  entry). 

Enter  the  unit  of  issue  of  the  component  (pencil  entry). 

Enter  the  quantity  authorized  to  be  on  hand  (pencil  entry). 

1.  Enter  the  quantity  on  hand  for  each  component  listed.  Line  out 
all  unused  blocks  in  columns  with  recorded  quantities. 


2.  Advance  all  quantities  to  the  next  column  when  quantities 
change.  Quantities  must  be  advanced  when  changing  hand  or  sub¬ 
hand  receipt  holders. 


— •  -  rv*""*  *  v~v*  '  '“ft  yivyw  i/  uu  uu 

and  date  the  proper  quantity  column  on  the  last  page  (ink  entry) 
last  page  is  the  last  numbered  page.  It  may  be  an  odd  or 
number.  The  last  page  may  be  reserved  for  signatures  only, 
original  page  will  have  an  original  signature;  the  copy  may  have  a 
carbon  signature.) 


Page _ of _ Pages 


Self-explanatory. 


Note:  Make  all  entries  in  ink  or  by  typewriter  unless  otherwise  stated. 


Figure  6-2.  DA  Form  2062  as  a  component  hand  receipt— Continued 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-A-l 


CLOTHING  RECORDS:  INDIVIDUAL 
DA  FORM  3161 

PERSONAL  CLOTHING  REQUEST 


REFERENCE: 

AR  700-8A 

1A  SUPPLEMENT  1  TO  AR  700-8A 
CTA  50-900 


MODULE  3-4-1 

REQUEST  FOR  ISSUE  OR  TURN-IN  DA  FORM  3161 
PERSONAL  CLOTHING  REQUEST 


TASK:  To  recognize  key  entries  required  on  DA  Form  3161. 

CONDITION:  Given  DA  Form  3161,  1A  Supplement  1  to  AR  700-84,  AR  700-84,  CTA 

50-900,  and  guidance  within  this  module. 

STANDARD:  You  must  be  able  to: 

1.  Determine  the  eligibility  of  the  individual  to  receive  the  clothing. 

2.  Determine  the  quantity  of  personal  clothing  to  be  issued. 

3.  Determine  the  size  of  clothing  to  be  requested. 

4.  Determine  if  the  individual  has  signed  for  receipt  of  the  clothing 
on  DA  Form  4886  or  4886-1 . 

5.  Determine  that  a  suspense  and  completed  document  file  for  request 
has  been  established. 

REFERENCE:  1A  Supplement  1  to  AR  700-84,  AR  700-84,  CTA  50-900. 

WHAT  TO  DO: 

1.  Insure  that  the  individual  the  clothing  is  requested  for  is  eligible  to 
receive  the  clothing. 

2.  Insure  that  the  quantity  of  clothing  requested  for  the  individual  is  actually 
authorized. 

3.  Insure  that  the  correct  size  of  clothing  is  requested  for  the  individual. 

4.  Insure  that  a  DA  Form  4886  or  4886-1  is  prepared,  quantities  of  clothing  received 
are  transferred,  and  the  individual's  signature  entered  in  the  signature  block. 

5.  Insure  that  requests  for  clothing  with  partial  fill  are  placed  in  the  suspense 
file,  in  order  to  request  unfilled  items.  Copies  of  completed  request  documents  are 
placed  in  the  completed  document  file  under  file  number  1401-02. 
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REQUEST  FOR  ISSUE  OR  TURN-IN 

Wl 
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OU.S.  GOVtRNMF.NT  PRINTING  Off  IC£:  197B-2!>5-92  9 


*.  DOOAAC 


1  UQUiST  NO 


4.  VOUCHtt  NO 


1.  REQUEST  NO 


[4.  VOUCHER  NO 


REQUEST  FOR  ISSUE  OR  TURN — IN 

(AS  7 JO-2) 


I.  SEND  TO: 

FACILITY  SUPPORTING  UNIT 


2.  REQUEST  FROM; 

UNIT  ADJRSSS 


ISSUE 


TURN-W 


S.  OATE  MATERIEL  REQUIRED 


SXPSNAiBLi  DOC  W 


«.  DODAAC 

UMT  DODAAC 
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J  ROSTED 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-4-2 


CLOTHING  RECORDS : 
ORGANIZATIONAL 
DA  FORM  3645, 

ORGANIZATION  CLOTH  I N6  AND  EQUIPMENT  RECORD 


REFERENCE: 

DA  PAM  710-2-1,  DATED  JANUARY  1982 


r 


f 

! 


MODULE  3-4-2 

CLOTHING  RECORDS:  ORGANIZATIONAL,  DA  FORM  3645 
ORGANIZATION  CLOTHING  AND  EQUIPMENT  RECORD 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  recognize  the  key  entries  on  DA  Form  3645, 

Given  a  copy  of  DA  Form  3645  and  guidance  within  this  module. 

You  must  be  able  to: 

1.  Determine  that  you  have  a  DA  Form  3645  for  each  member  of 
the  unit. 

2.  Determine  the  MOS  of  the  individual  for  whom  the  DA  Form 
3645  has  been  initiated. 

3.  Determine  what  items  of  organizational  clothing  and  equip¬ 
ment  have  been  issued  to  the  individual. 

4.  Determine  that  all  totals  are  advanced. 

5.  Insure  that  the  individual  has  correctly  receipted  for  the 
items  issued. 

DA  Pam  710-2-1,  Using  Unit  Supply  System  Manual  Procedure 


WHAT  TO  DO: 

1.  Check  1AA  Form  143  and  DA  Form  3645*s  on  file  to  insure  a  DA  From  3645  is  on 
file  for  each  individual  assigned  to  the  unit. 

2.  Check  for  "Duty  MOS"  section  of  the  DA  Form  3645  (Reference  DA  Pam  710-2-1, 

Fig  10-7). 

3.  Check  the  appropriate  numbered  column  of  the  DA  Form  3645  (Reference  DA  Pam 
710-2-1,  Fig  10-7). 

4.  Insure  that  all  totals  have  been  advanced  to  the  next  column  on  any  item  change. 

5.  Check  the  "Signature  and  Date"  section  of  the  DA  Form  3645  to  insure  that  the 
individual  has  dated  and  signed  at  the  bottom  of  the  correct  balance  column  (DA  Pam 
710-2-1,  Fig  10-7). 
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MODULE  3-4-2 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-0-3 


CLOTHING  RECORD.  INDIVIDUAL 
DA  FORM  4886  and  DA  FORM  4886-1 
PERSONAL  CLOTHING  RECORD 


REFERENCE: 

AR  700-84  w/CHANGE  1 


MODULE  3-4-1 


PERSONAL  CLOTHING  RECORD 
DA  FORM  4886  (EM)  -  DA  FORM  4886-1  (EW) 


TASK:  To  recognize  key  entries  required  on  DA  Form  4886  and  4886-1. 

CONDITION:  Given  DA  Form  4886/4886-1,  DA  Form  3161,  AR  700-84  w/ch  1,  Aug  80, 

1  Amy  Supplement  1  to  AR  700-84,  Dec  81. 

STANDARD:  You  must  be  able  to: 

1.  Insure  that  you  have  a  personal  clothing  record  for  each 
member  of  your  unit. 

2.  Determine  whom  the  clothing  record  has  been  initiated  for. 

3.  Determine  the  quantity  of  personal  clothing  that  has  been 
issued  to  the  individual. 

4.  Determine  the  sizes  of  clothing  that  has  been  issued. 

5.  Insure  that  the  individual  has  receipted  for  the  clothing 
listed  on  DA  Form  4886/4886-1. 

6.  Determine  that  correct  Transaction  Codes  are  utilized. 

7.  Insure  that  the  conversion  statement  on  page  4  in  1A  Suppl 
1  to  AR  700-84  is  entered  on  DA  Form  4886/4886-1  if  balance  is 
carried  forward  from  old  clothing  record. 


WHAT  TO  DO: 

1.  Check  the  unit  roster  to  insure  that  a  clothing  record  has  been  established 
for  all  personnel  assigned/attached  to  the  unit. 

2.  Insure  that  information  required  in  the  name  block  is  complete  and  accurate 
on  DA  Form  4886  and  4886-1. 

3.  Insure  that  entries  in  the  Size/Auth  Allo/Bal  and  Short-Over  column  are  cor¬ 
rect  and  entered  in  pencil. 

4.  Check  authorized  allowances  in  CTA  50-900  and  insure  that  correct  quantities 
are  entered. 

5.  Line  out  (black  out)  either  the  "I"  or  "B"  in  the  Initial  Issue/Balance 
Brought  Forward  column,  depending  on  reason  for  establishing  the  form. 
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MODULE  3-4-1 

6.  Entries  in  columns  1  thru  8  should  show  only  actual  transactions  that 
take  place,  based  on  transaction  codes  listed  on  form. 

7.  Insure  that  all  dates  are  Julian  Dates,  and  individuals  name  is  typed  in 
the  signature  block  and  signed  by  him/her. 


■*, 
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AR  706-S4 

Table  16-1.  INSTRUCTIONS  FOR  COMPLETING  DA  FORM _ AND 

DA  FORM 


lum  or  column  Instructions 

a.  Name .  Enter  name  (last,  first,  middle  initial)  and 

SSN  (ink,  typed,  or  nddressograph  entry). 

b.  Grade .  Enter  the  grade  of  individual  (pencil  entry). 

c.  Size . . .  Enter  required  sizes  at  time  of  initial  entry 

(periodically  confirmed  or  revised)  (pencil 
entry). 

d.  Authorized  allowance _  Enter  authorized  allowance  (pencil  entry). 

t.  Balance _  Self-explanatory  (pencil  entry). 

/.  Short  or  over _  Enter  difference  between  authorized  allow¬ 

ance  and  balance  (pencil  entry).  Pi v  cede 
quantity  by  a  plus  (+)  or  a  minus  (— ). 

g.  I/B _  Line  out  I  or  B  (ink  entry)  and  enter  quan¬ 

tity  on  proper  line. 

h.  Date,  quantities,  signatures...  Enter  date  (ink  entry). 

Enter  transaction  code  and  quantity  issued 
or  turned  in  (ink  entry). 

Rule  out  lines  not  used  (ink  entiy). 

Have  individual  acknowledge  transactions 
by  signing  in  ink  at  the  bottom  of  the 
column  where  the  transaction  was  posted. 
Note:  Turn-ins  are  acknowledged  by  the 
supply  officer  or  sergeant  (ink  entry  at 
the  bottom  of  the  column)  instead  of  the 
individual. 

i.  Transaction  codes . .  A — Used  for  physical  tum-ins  authorized  in 

paragraph  10— 5b  (1)  r.nd  (2). 

B — Used  v  hen  a  new  clothing  form  is  re¬ 
quired.  See  paragraph  10— 5c  (1)  r.tul  f'2i . 

(’ — Used  when  physical  turn-ins  cannot  be 
made.  See  paragraph  10— ob  (3)  through 
(5). 

I — Used  when  receiving  initial  cm;  Liny 
allowances. 

R — Used  when  replacing  clothing  item'  pre¬ 
viously  issued. 

j  Remarks .  Used  to  indicate  other  transactions  such  a- 

inventory,  inspections  ami  supplemen¬ 
tary  L.-ue. 
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GROUP:  SUPPLY 
MODULE:  3-5-1 
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DD  FORM  362,  STATEMENT  OF  CHARGES 


REFERENCE: 

AR  735-11,  DATED  15  SEP  SI 
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MODULE  3-5-1 

ACCOUNTING  FOR  LOST,  DAMAGED,  DESTROYED  PROPERTY 
DD  FORM  362,  STATEMENT  OF  CHARGES 


TASK:  To  highlight  important  areas  on  DD  Form  362,  Statement  of 

Charges,  when  used  to  account  for  lost,  damaged,  destroyed 
property. 

CONDITIONS:  Given  a  completed  DD  Form  362  and  guidance  within  this  module. 

STANDARDS:  You  will  be  able  to: 

1.  Determine  who  can  use  the  form. 

2.  Know  how  to  compute  depreciation. 

3.  Determine  limitations  of  pecuniary  liability. 

4.  Determine  correctness  in  key  blocks  on  the  completed  form. 

REFERENCE:  AR  735-11,  Accounting  for  Lost,  Damaged  and  Destroyed  Property. 

WHAT  TO  DO: 

1.  Insure  that  all  individuals,  officer,  warrant  officer,  enlisted  persons 
are  afforded  the  opportunity  to  use  DD  Form  362.  (Reference  Para  2-3. a. 

(1)  and  f.(l)). 

2.  Insure  that  the  individual  is  voluntarily  admitting  pecuniary  liability. 
(Reference  Para  2-3. f. (2)). 

3.  Insure  that  depreciation  is  allowed  for  items  that  are  less  than  new. 
(Reference  Para  4-19.c) 

4.  Insure  that  payroll  deduction  of  the  total  charge  does  not  exceed  one  month's 
basic  active  duty  pay.  (Reference  Para  2-3. f. (1 ) ) . 

5.  Insure  that  the  "Class  of  Property"  block  states  "ORGANIZATIONAL"  or  "CENTER" 
on  the  DD  Form  362.  (Reference  Table  2-2,  p.  2-8  and  this  module). 

6.  Insure  that  the  "FOR  THE  MONTH  OF"  block  contains  the  pay  period  in  which 
settlement  is  to  be  effected.  (Reference  Table  2-2,  p.  2-8  and  this  module). 

7.  Insure  that  current  unit  price  is  entered  after  the  nomenclature  in  the 
"ARTICLES"  block.  (Reference  Table  2-2,  p.2-8  and  this  module). 

8.  Insure  that  depreciation  if  authorized  is  reflected  in  price  of  article  in 
the  "UNIT  PRICE'  block.  (Reference  Table  2-2,  p.2-8,  and  this  module). 

9.  Insure  that  the  individual  acknowledges  the  total  charge  by  the  presence  of 
his/her  signature  and  amount  accepted  in  the  "SIGNATURE  OF  INDIVIDUAL"  &  "AMOUNT 
ACCEPTED"  blocks.  (Reference  Table  2-2,  p.2-9,  and  this  module). 

10.  Insure  that  you  have  signed  and  dated  the  document  in  the  "ORGANIZATION  COM¬ 
MANDER"  block.  (Reference  Table  2-2,  p.2-9,  and  this  module). 
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11.  Insure  that  the  line  number  is  also  entered  in  the  stock  number  block  when 
applicable.  (Reference  Table  2-2,  p.  2-8). 

12.  Insure  that  the  Reportable  Item  Control  Code  (RICC)  is  entered  in  the  "Articles" 
block  for  RICC  1  and  2  items.  Also  enter  "NO  RESIDUE"  for  items  not  available 

for  turn-in.  (Reference  Table  2-2,  p.  2-8). 
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STATEMENT  OF  CHARGES  FOR 
GOVERNMENT  PROPERTY  LOST.  DAMAGED  OR  DESTROYED 


Company  A 

1st  Bn,  584th  Inf  (WARWAO) 


STOCK  nccono  ACCOUNT  on  OTHER  property  RECORD  OF  STATION 

,  CPT,  Inf,  Commanding  Fort  School,  VA 


6230-00-264-  Flashlight,  MX-991/U  ($1.30) 
8261 

8405-00-240-  Liner,  parka,  mans,  mohair, 
2461  ( L70720)  frieze,  0C ,  shade  107 
($10,65) 

8405-00-223-  Parka,  mans,  ctn-nylon 
7623  (N6  9  904)  oxford,  OG,  shade  107,  wo 
liner  ($12.65)  RICC  2 
Ho  Residue 


£?.c«  T0TAL 


.97*  1.94 


9.58*  9.58 


11.38*  11.38 


♦Depreciation  allcwed 


CERTIFICATE  OF  RESPONSIBLE  INOIVlOUALS 

I  certify  that  my  signature  hereon  eonsititues:  .... 

a.  An  authorization  to  recover  the  amount  of  indebtnesa  by  payroll  deduction. 

b.  An  affi  nnauon  that  the  articles  are  not  now  in  my  possession. 

c.  An  agreement  to  turn  in  to  the  appropriate  supply  officer  all  articles  later  recovered,  it  being  understood  that  the  United  States 
Government  retains  title  to  the  articles  listed  hereon. 


NAME.  GRADE  AND  SOCIAL  SECURITY  NUMBER  CAUSE  FOR  CHARGE  TOTAL  CHARGE 


name  Mever,  A.  S.  Lost  Govt 

fraoePFC  ETS:  7  Apr  82  Property 

PCS:  15  Feb  81 


•mi  O' Boyle,  P.  A.  Lost  Govt 

craoc  GS-7  ETS:  N/A  Property 

PCS:  N/A 


ORGANIZATION  COMMANOER  DISBURSING  OFFICER  OR  PAYROLL  CERTIFYING  OFFICER 

Th«  otatomonlt  her.r>fi»r.co[ap I  r  I  e  rod d ° P* d 1  _ __ £ T,* * ^ .  The  charge  eel  oirpoeite  the  name  of  eech  perron  listed  hereon  hoe 

been  co»«it!d  in  accordance  »ith  the  been  entered  on  Ihe  appropriate  pay  record  or  payroll,  or  DD  Form  139 
..one  of  AILuLl  1  (AFM  67-tfor  USAF). _  he.  been  prepared  end  fomrrded  for  collection.  _ 


FRANK  B.  CAMPBELL 


CPT.  Inf 


MTV  VOUCNIR  NUMIIR 

UT4JB6-0031-0014 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-5-2 


ACCOUNTING  FOR  LOST, 

DAMAGED,  DESTROYED  PROPERTY 
DD  FORM  1131,  CASH  COLLECTION  VOUCHER 


REFERENCE: 

AR  735-11,  DATED  15  SEP  81 
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ACCOUNTING  FOR  LOST,  DAMAGED,  DESTROYED  PROPERTY 
DD  FORM  1131,  CASH  COLLECTION  VOUCHER 


TASK:  To  highlight  important  areas  on  DD  Form  1131,  Cash  Collection 

Voucher,  and  its  use  in  accounting  for  lost,  damaged,  destroyed 
property. 

CONDITIONS:  Given  a  completed  DD  Form  1131  and  guidance  contained  in  this 

module. 

STANDARDS:  You  will  be  able  to: 


REFERENCE: 


1.  Determine  who  can  use  the  form. 

2.  Determine  depreciation  allowances. 

3.  Determine  limitations  on  pecuniary  liability. 

4.  Determine  correctness  in  key  blocks  on  the  completed  form. 
AR  735-11,  Accounting  for  Lost,  Damaged,  Destroyed  Property. 


WHAT  TO  DO: 

1.  Insure  that  all  individuals,  officer,  warrant  officers,  enlisted  persons  and 
civilians  are  afforded  the  opportunity  to  use  the  form.  (Reference  Para  2-3.) 

2.  Insure  that  no  sensitive  items  are  included  in  the  use  of  the  form.  (Reference 
Para  3-12). 

3.  Insure  that  individuals  voluntarily  request  the  use  of  this  form  for  the  ac¬ 
counting  of  lost,  damaged,  destroyed  property.  (Reference  Para  2-3). 

4.  Insure  that  depreciation  has  been  computed  IAW  Para  4-19,  AR  735-11. 

5.  Insure  that  individuals  using  the  form  do  not  exceed  one  month's  active  duty 

pay  on  cash  payment  for  lost,  damaged,  destroyed  property.  (Para  2-3T 

6.  Insure  that  your  document  number  from  your  non-expendable  document  register 

is  annotated  in  "RECEIVING  OFFICE  COLLECTION  VOUCHER  NO."  block.  (Reference  Figure 
2-1 ,  and  this  module) . 

7.  Insure  that  depreciation  when  allowed  is  computed  and  annotated  in  "AMOUNT" 
block.  (Reference  Figure  2-1  and  this  module). 

8.  Insure  that  three  concluding  statements  are  written  verbatim  after  the  last 
entry  on  the  form  in  accordance  with  Figure  2-1,  AR  735-11. 

9.  Insure  that  the  current  unit  price,  Reportable  Item  Control  Code  (RICC)  for 

RICC  1  and  2  items,  the  line  number  if  applicable,  quantity  and  unit  of  issue  and 

the  words  "NO  RESIDUE"  for  items  not  available,  be  annotated  after  the  nomenclature 
in  the  "DETAILED  DESCRIPTION  OF  PURPOSE  FOR  WHICH  COLLECTIONS  WERE  RECEIVED"  block. 
(Reference  Figure  2-1). 


3-74 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-5-3 


ACCOUNTING  FOR  LOST, 
DAMAGED,  DESTROYED  PROPERTY 
DA  FORM  4697,  REPORT  OF  SURVEY 


1 


REFERENCE: 

AR  735-11,  DATED  15  SEPTEMBER  1981 
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MANDATORY  REQUIREMENTS  FOR  A  REPORT  OF  SURVEY 
OR  AN  AR  15-6  INVESTIGATION 


a.  A  report  of  survey  or  an  AR  15-6  investigation  will  be  prepared  for  items 
recorded  on  property  books  when-- 

(1)  A  sensitive  item  is  lost  or  destroyed.  A  report  of  survey  or  AR  15-6 
investigation  is  not  mandatory  for  damaged  sensitive  items.  See  AR  190-11  for 
requirement  for  a  mandatory  AR  15-6  investigation.  The  ARNG  will  refer  to  NGR 
190-11. 

(2)  Directed  by  higher  authority  or  other  DA  directives. 

(3)  Property  loss  is  disclosed  as  a  result  of  change  of  accountable  officer's 
inventory. 

(4)  The  value  of  the  damages  or  shortages  in  occupied  Government  quarters 
(real  property  and  furnishings  combined)  or  Government  furnishing  in  non-Government 
quarters  exceeds  the  responsible  person's  monthly  basic  pay. 

(5)  A  person  admits  liability  and  the  loss,  damage,  or  destruction  exceeds  the 
person's  monthly  basic  pay. 

(6)  A  person  refuses  to  admit  liability  by  signing  a  statement  of  charges  or 
cash  collection  voucher  or  replacing  the  item  in  kind. 

(7)  The  total  handling  loss  of  a  specific  bulk  petroleum  product  is  above  the 
allowable  loss  for  that  product,  and  the  dollar  value  of  the  total  loss  is  greater 
than  $250.00.  (See  AR  703-1). 

b.  An  investigation  conducted  according  to  AR  15-6  may  be  used  instead  of  a  report 
of  survey.  When  used,  the  AR  15-6  investigation  will  be  processed  through  the 
survey  channels  as  specified  in  chapter  4.  Use  paragraph  3-27  as  a  guide  when 
deciding  which  action  should  be  taken. 

(Reference  Para  3-12,  AR  735-11). 


3-76 


MODULE  3-5-4 


ACCOUNTING  FOR  LOST,  DAMAGED,  DESTROYED  PROPERTY 
DA  FORM  4697,  REPORT  OF  SURVEY 


TASK: 


CONDITIONS: 

STANDARDS: 


REFERENCES: 


To  emphasize  when  to  use  DA  Form  4697  and  highlight  key  areas 
on  the  form  when  accounting  for  lost,  damaged,  or  destroyed 
property. 

Given  completed  DA  Form  4697  and  guidance  set  forth  in  this 
module. 

You  will  be  able  to: 

1.  Determine  when  it  is  mandatory  to  use  the  form. 

2.  Know  the  processing  time  of  the  form  as  required  by  FUSA. 

3.  Determine  the  correctness  of  the  form. 

1.  AR  735-11,  Accounting  for  Lost,  Damaged,  Destroyed  Property. 

2.  FUSA  letter,  Subject:  Property  Accountability  for  Lost,  Damaged, 
and  Destroyed  Property  (USAR),  dated  28  Feb  79,  with  change  dated 
9  Jul  79. 


WHAT  TO  DO: 

1.  Insure  that  situations  requiring  mandatory  submission  of  reports  of  survey  are 
followed.  (Reference  Para  3-12,  AR  735-11  and  this  module). 

2.  Insure  that  action  on  a  report  of  survey  is  initiated  not  later  than  the  first 
subsequent  MUTA-4.  (Reference  FUSA  Letter,  dated  28  Feb  79). 

3.  Insure  that  Block  3,  DA  Form  4697  is  annotated  "ORGANIZATIONAL",  "INSTALLATION" 
(Center),  or  "REAL  PROPERTY".  (Reference  Table  3-1,  AR  735-11  and  this  moduli). 

4.  Insure  that  Block  16,  DA  Form  4697  has  your  document  number.  (Reference  Table 
3-1,  AR  735-11  and  this  module). 

5.  Insure  that  at  the  time  of  assigning  a  document  number  to  the  survey  on  lost 
and  destroyed  property,  all  property  records  pertaining  to  the  items  are  posted  and 
quantities  decreased  accordingly.  (Reference  Para  3-10,  AR  735-11). 

6.  Insure  that  serial  numbers,  RICC  for  RICC  1  and  2  items  and  the  words  "NO 
RESIDUE"  for  items  not  available  for  turn-in,  are  annotated  in  Block  7,  DA  Form 
4697.  (Reference  Table  3-1,  AR  735-11  and  this  module.) 
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7.  Insure  that  extended  dollar  value  of  items  surveyed  are  annotated  in  Blocks 
9  and  10,  DA  Form  4697  (TEST).  That  is,  2  each  @  $8.50  equals  $17.00  in  Blocks 
9  and  10.  (Reference  Table  3-1  and  this  module). 

8.  Insure  that  specific  dates  and  curcumstances  are  provided  in  Block 

11,  DA  Form  4697,  a*  pertinent  to  the  lost,  damaged,  or  destroyed  property  on  the 
survey.  (Reference  Table  3-1  and  this  module). 

9.  Insure  that  any  facts  pertinent  to  the  report  of  survey  are  attached  as 
exhibits  and  properly  annotated  as  such.  (Reference  Figure  3-1,  and  this  module.) 

10.  Insure  that  the  individual  providing  the  dates  and  circumstances  signs  in 
Block  12,  DA  Form  4697  (TEST).  (Reference  Table  3-1  and  this  module). 

11.  After  the  survey  officer  has  completed  his  findings  and  reconmendations 
(Block  26),  has  forwarded  the  survey  and  actions  have  been  taken,  insure  that 
annotations  are  made  in  Blocks  26,  27,  and  37,  DA  Form  4697  (Reference  Table  3-1 
and  this  module). 

12.  Insure  that  appointing  and  approving  authorities  have  signed  in  Blocks  36b 
and  39d,  respectively.  (Reference  Table  3-1  and  this  module). 


MKupAT0<y  R&  Q-U.XKG.  Me  a/  Ts 
Fvfl-  a  tepee.-/-  of  sue  /ay 
*>*•  **  At.  x*/*'es7xe4Txo*/ 


•J  iff.  Maud* lory  requirements  for  a  report  of 
survey  or  an  AR  15-6  investigation,  a.  A  report 
of  survey  or  an  AR  15-6  investigation  will  be 
prepared  for  items  recorded  on  property  books 
when — 

(1)  A  sensitive  item  is  lost  or  destroyed. 
A  report  of  survey  or  AR  15-6  investigation 
is  not  mandatory  for  damaged  sensitive  items. 
See  AR  190-11  for  requirement  for  a  manda¬ 
tory  AR  15-6  investigation.  The  ARNG  will 
refer  to  NGR  190-11. 

(2)  Directed  by  higher  authority  or  other 
DA  directives. 

(3)  Property  loss  is  disclosed  as  a  result 
of  change  of  accountable  officer’s  inventory'. 

(4)  The  value  of  the  damages  or  shortages 
in  occupied  Government  quarters  (real  prop¬ 
erty  and  furnishings  combined)  or  Government 
furnishing  in  non-Government  quarters  eoM>» 
ceeds -the  responsible  person's  monthly;  basic 

per- 


(5)  .A -person -  admi taxability,  and„thfe 
loss,  damage,  or  destruction  exceeds  the  per¬ 
son’s  monthly  basic  "pay. 

(6)  A  person "Yefuses  "to^admit  liability 
by  signing  a"  statemenF’lrf  "charges  or  cash 
collection  voucher  or  replacing  the  item  in-kincLj 

(7)  The..iotal,  handling  Joss  of  a  .specify: 
hniif  jptrnlpnm  product  is  above  the  allowable 
lossjfor-that  product,  and.  the  dollar  value  of 
the'  folaYjoW  is” greater  thaif  $250.00.  (See  AR 
703-1.) 

b.  An  ipyggtigation.  conducted  .  according  to 

tfSKW-  When -used,  the  AR  15-6  investigation 
will  Joe  processed  through  »the'~S'urvey  ..channels 
as  specified  in  chapter  4.  Use  paragraph  S-27 
as  a  guide  when  deciding  which  action  should 
be  taken. 


fte*  />***  *-»*,  ** 
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DEPARTMENT  OF  THE  ARMY 
REPORT  OF  SURVEY 

Fo.  um  at  (tin  lorn,  m  AS  736- 1 1 ;  ttw  proponent  imy  to  OOCSLOC 


3  TYPE  OF  PROPERTY 
Organizational 


IBB 


NATIONAL  STOCK  NUMBER 


4.  ADDRESS  OF  ACCOUNTABLE  OFFICER 
DMMC ,  10th  Inf  Div,  Ft  Blank,  TX  78234,  OlCt  WARVAA 


anau?g,',??'^%7th  Sig  Bn,  UIC:  WARBAO 


ITEM  DESCRIPTION 


10 

TOTAL  COST 


1.  6650-00-530-0974  Binocular  7x50  Military  Reticle,  1  ea  $350.00  $350.00 

(B67218)  Ml 7A1 ,  SN:  24567 


5180-00-672-2611 

(W38895) 


Tool  Kit,  General  Mechanics,  Light 
Weight 


Component  Loss 
5110-00-241-9148 
5120-00-061-8541 
5120-00-240-5328 


File,  Hand 
Harnaer,  Hand 
Wrench,  Adjustable 


1.80  1.80 

6.75  6.75 

3.60  3.60 

Grand  To  al  $362.15 


1 1  DATE  ANO  CIRCUMSTANCES 

On  12  January  1980,  after  a  joint  inventory  between  me,  CPT  Philip  B.  Murphy, 

Commander,  CO  A,  307th  Signal  Battalion  and  my  replacement,  CPT  George  C.  Piercy, 
the  items  listed  above  were  discovered  missing.  After  a  complete  search  of  the  area,  I  was 
unable  to  locate  the  missing  items.  The  last  time  I  recall  seeing  the  binoculars  was  during 
the  monthly  inventory  on  10  December  1979.  I  definitely  recall  seeing  them  on  that  date,  as  1 
had  just  returned  them  to  the  company  safe  from  my  quarters,  where  I  was  using  them  to  spot 
birds.  The  binoculars  are  normally  stored  in  a  locked  container  in  the  company  orderly  room. 

1  had  one  key  to  the  container.  The  second  key  was  maintained  in  the  company  key  box,  which 
is  controlled  by  the  company  first  sergeant,  1SGT  Ronald  Campbell,  or  the  company 

CQ  (Exhibit  A).  The  binoculars  were  not  present  during  the  joint  inventory  on  12  January 
1980.  The  tool  kit  was  inventoried  when  1  took  command  2  years  ago.  I  did  not  inventory  it 
again  because  the  tool  kit  was  excess  to  the  unit.  There  was  no  need  to  reinventory  it 
because  I  was  the  only  user  of  the  tool  kit.  I  kept  the  tool  kit  stored  under  my  desk. 


_ Exhibit  A  attached 

.  SIGNATURE  AND  DATE 


(or  affirm)  that  (to  the  ben  of  "FjU&jP  3  UApJlAj 

TYPED  NAME.  GRADE  AND  SSN  * 
PH®P  B-  KURpHT>  CPT,  SC 


l  Bo  aotamMy  WMr  for  affirm)  that  (to  the  pea  o, 
my  knowledge  and  belief)  the  articles  of  public 
property  tfiown  above  anchor  on  attached  sheen 
Mira  I o«t.  destroyed,  damaged,  or  worn  out  in  the 
manner  naiad,  while  in  tha  public  wrvict. 


So 


*3  Subscribed  end  awom  to  for  e//v7nrrfy 

'Mforam«at  Ft  Blank,  TX  78234 
b»u  20  day  of  January  1980 
NAME  ANp  GRAOE  (type  and  ogn) 

wZjZu/C.  &&W4U*- 
BAGWELL, 


21  Jan  80 


IE.  NAME.  GRAOE.  ANO  SIGNATURE  OF  ACCOUNTABLE  OFFICER 
DONALD  M.  JONES,  CW4 .  USA  ZDoy^J-JL^  mtyreu* 


CPT,  Adj 


16.  document  number 
WT4KA5-002I-0025 


17.  APPOINTING  AUTHORITY 

\  have  received  tha  evidefee  pertaining  to  tha  ion,  damaged,  or  oanroyad  proparry,  and  have  datarminad  that  tha  following  action  it 
required 

а.  □  No  further  inwastigatton  >*  required.  There  If  no  potitiva  avldanc*  of  negitganca.  I  oo  not  a*«pact  willful  mtacofvovct. 
of  deliberate  oneuOtOf  (sad  vm  I  haraoy  lor  ward  thh  document  to  tha  aeorovlng  authority  tor  final  action  .  (Proceed  to  Mock  37.) 

б.  B  Tha  circumstances  surrounding  tha  ion,  damaged  or  daft  ruction  warrants  further  i  naan  pat  ion.  (Proceed  to  block  21.) 

c.  □  Conduct  an  Investigation  according  to  AR  1 56  Attach  this  documant,  as  an  exhibit.  to  tha  investigation  and  forward  it  to  tha 
approving  authority . 


I  IB.  DATE 
31  Jan  80 


DA  8TR  4687 


IB  TYPED  NAME,  GRADE,  AND  TITLE  OF  APPOINTING  AUTHORITY  ».  SIGNATURE 

LEROY  J.  WEATHERS,  LTC ,  SC  *a 

Conaander,  2d  Sig  Bn _ _ JjJLtxV,  Y'.  Ujt 

OA  FORM  aaaSITESTI,  I  JUL  7*  ANO  OA  FORM  «U7(TEm|J  M 
1  JUL  Ti  ARE  OBSOLETE. 


Figure  3-1 
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AR  735-11 


15  September  1981 


31  APPOINTING  AUTHORITY 

HQ.  307th  Signal  Battalion 

22.  STATION 

Fort  Blank,  Texas  78234 

23.  CATE 

31  Jan  80 

34  NAME  GBAOE  os  SURVEYING  OFflCEfi 

CPT  Robert  A.  Smith 

5S  vnu  are  appointed  surveying  officer  8v  order  of  LTC  Lerov  J.  Weathers _ 

(Typed  name  grade  of  Appointing  Authority i  \ 

2*  ElNDiNOS  AND  BECOMMENDATiON 


i  K«v«  an  avaiitoi*  avtoanc*  it  vtown  m  uhipni _ to  b  anc  at  mdtcatad  *>•♦©*»  h»v*  paraonaiiy  mvMugaiM 

m«  a«m«  a  no  u  >«  my  c*i>a<  mat  ma  •'i<ci«tii  '*»t*a  *#r*on  and/or  attacnao  maati.  tot»>  r  e  103 1  as  Che 

result  of  negligence  on  the  part  of  CPT  Philip  B.  Murphy,  CPT  Murphy 

failed  to  properly  secure  the  listed  items.  According  to  the  statement  of  1SGT  Ronald 
Campbell,  (Exhibit  B),  CPT  Murphy  on  several  occasions  used  the  missing 

items  for  personal  purposes.  1SGT  Campbell  also  established  the  fact  that  the  security 
of  the  missing  items  was  compromised  by  CPT  Murphy^and  CPT  Murphy  degraded  the  unit’s 
key  control  system.  SGT  John  C.  McMullen,  certified  (Exhibit  C)  that  he  was 

unable  to  convince  CPT  Murphy  to  allow  him  to  either  secure' the  toolkitor  turn  it  in 
as  excess.  The  certificate  of  the  unit  clerk,  SP4  David  Jones,  (Exhibit  D) 

establishes  the  fact  that  CPT  Murphy  often  returned  the  missing  binoculars  and  simply 
laid  then  on  the  safe  instead  of  securing  them.  The  listed  items  were  depreciated 
according  to  paragraph  4-19,  AR  735-11.  The  actual  loss  to  the  government  is  $325.93 
(Exhibit  E). 

Recocaaendat i on:  That  CPT  Philip  B.  Murphy,  be  held  liable  in  the  amount  of 

S325.93  and  all  others  be  relieved  from,  property  accountability  and  resoonsibility  for 
the  missing  items.  CPT  Murphy's  monthly  base  pav  at  the  time  of  the  loss  was  $1,514.70. 

i 

I 

j  (See  continuation  sheet) 


RECOMMEND  PgCuMAfiv  CHAfiCe 


•  •  ACT U A ^  LOSS 

l$325. 93 


>  amount  charged 

S325.93 


LOSS  TG  GCvE°NME\‘' 
0 


Feb  80 


|  TYPED  NAME  GRADE  O*  SU*V£  vinG  OP  f  •  C  E  A 

t  CPT  Robert  A.  Smith 


o  SIGNATURE 


I  mmin«e  tht  tinoiAfli  tnC  r«corT»m»r*a«uon»  o<  tht  Svrvtymg  OHict?  on  thil  upon  0 1  tuHrtv  ana  tht  tunip.ii.  A 
io__  r  mne  Z  to  m»«*  j  isnrncn  |»  *n»cntd  npruo.  oc  not  dturt  to  mtM  i  tutmtm  »  am  twar« 

ot  mv  ngnt  TO  i«Qt<  *Ov«0  »«  propping  tht  ntttmtni  mo  .»  t  DtCumtry  Chtrg*  it  finally  tooro^c  to  m«*t  too**  anc  .//  an  en 
listed  rrieni  mv  right  to  rtOvPir  'imiiiion  Of  »no#ottcnt«i  i -Of**  am  not  lha  accownihpi#  offer  *0'  tha  lor.  O'  oamagao  prootav 
Th*  prooprrv  MH'MM  hot  «ty  OlfiOWH  ■rmi  or  »Q u ID rrv»n- 


31  DATE 

21  Feb  80 


|32»  TYPED  NAME  GRAOE  O*  individual.  6EING  CHARGED 
|  CPT  Philip  E.  Murphy _ 


D  SIGNATURE 


3C  RECOMMENDATION  BV 
TmE  APPOINTING 

AUTHORITY 

Xconcub 

C  nOn-CONCUR 


I  3*  COMMENTS 

Because  of  the  potential  financial  hardship  on  CPT  Murphy, 
I  recommend  the  charges  be  prorated  over  a  3-month  period. 


28  Feb  80 


3ft«  Tyres  SAME  gbade  4  TTTU  O*  A^O'VTING  AUT- 
LTC  Leroy  J.  Weathers, 

Coimander ,  307th  Sig  Bn _ 


D  SIGNATURE 


37  APPROVING  AUTHO«'Tv 

•  D  REJECTED  fhv«tig*ti0"  •• 'POvifPC  Aoeo.ni  a  aurvav  Office'  Daifc  l«m»n 

p  Z'  RE-ECTED  ihwaiipation  ihcpmoiatt  Aoomonii  .hiormai.on  r#ou<r*o  Dat»  —  — 

c  S2.ARf«OvEO  By  AUTHORITY  Of  The  SECRETARY  Oe  the  army  To  hold  CPT  Philip 
B.  Murphy,  pecuniarily  liable  in  the  amount  of  $323.  93. 

Accountabil ity  has  been  discontinued.  CPT  Murphy's  monthly  basic 
pay  at  time  of  loss  was  $1,514.70.  Reconsnend  the  charges  be 
prorated  over  a  3-month  period. 


36  PECUNIARY  CHARGE 


ACTUAL  LOSS 

$325.93 


d  amount  charged 
$325.93 


c  LOSS  to  GOVERNMENT 
0 


39.  OATf 

7  Mar  80 


Ate  TYPfO  NAME.  GRADE  4  TITLE  Of  RPPROVfNG  AUTh 

00L  John  H.  Johnson 
Commander,  2d  Sig  Bde 


b  SIGNATURE 


^  rXv\  U  Xaz 


( 
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Figure  i-1 
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COMMANDER'S  WORKBOOK  FOR 
ADM I M I ST  RAT I ON /LOG I ST I CS 


GROUP :  SUPPLV 
MODULE :  3-6-1 


FORT  BRAGG  PHYSICAL  SECURITY  FORMS 
FOR  ARMS/ARMS  ROOM  INVENTORY  AND  CONTROL 
FB  FORM  2488  SERIES 


REFERENCES: 

XVIII  AIRBORNE  CORPS  AND  FORT  BRAGG  LETTER, 
SUBJECT :  IMPLEMENTING  INSTRUCTIONS  FOR  THE  USE  OF 
FORT  BRAGG  FORMS  2488  THRU  2488-5  DTD  6  DEC  77, 

AND 

XVIII  AIRBORNE  CORPS  AND  FORT  BRAGG  LETTER, 
SUBJECT:  IMPLEMENTING  INSTRUCTIONS  FOR 
USAR  USE  OF  FORT  BRAGG  FORMS  2488-2488-3 
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MODULE  3-6-1 


TASK: 

CONDITION: 


STANDARD: 


TORT  BRAGG  PHYSICAL  SLCURITY  FORMS 
FOR  ARMS/ARMS  ROOM  INVENTORY  AND  CONTROL 
FB  FORMS  2488  SERIES 

To  recognize  key  entries  on  Fort  Bragg  Forms  2488,  2488-1, 
2488-2,  2483-3,  2488-4,  and  2488-5. 

Given : 

1.  FB  Form  2488,  Monthly  Weapons  and  Ammunition  Physical 
Count/Inventory 

2.  FB  Form  2488-1,  Weapons  and  Ammunition  Receipt  Register 

3.  FB  Form  2488-2,  Arms  Room  and  Intrusion  Detection  System 
(IDS)  Control  Register 

4.  FB  Form  2488-3,  Quarterly  Serial  Number  Inventory  of 
Weapons  and  Ammunition 

5.  FB  Form  2488-4,  Arms  Facility  Key  Inventory 

6.  FB  Form  2438-5,  Maintenance  Facilities  Weapon  Control 
Register 

7.  Guidance  within  this  module. 

You  must  be  able  to: 

1.  Determine  the  types  of  weapons  stored  in  the  Arms  Room. 

2.  Determine  the  types  and  quantities  of  weapons  signed 
out  of  the  Arms  Room. 

3.  Determine  the  total  number  of  weapons  stored  in  the 
Arms  Room. 

4.  Determine  the  name  of  the  individual  conducting  inventory. 

5.  Determine  date/time  inventory  was  conducted. 

6.  Determine  date/time  weapon  was  issued. 

7.  Determine  type  weapon  that  was  issued. 

8.  Determine  serial  number  of  weapon  issued. 


MODULE  3-6-1 


9.  Determine  to  whom  the  weapon  was  issued. 

10.  Determine  who  received  the  weapon  when  it  was  returned. 

11.  Determine  date(s)  entry  was  made  into  Arms  Room. 

12.  Determine  the  purpose  of  entry  into  Arms  Room. 

13.  Determine  who  unlocked  Arms  Room. 

14.  Determine  who  locked  Arms  Room. 

15.  Determine  responsible  person  for  actions  upon  entry 
into  Arms  Room. 

16.  Determine  the  type  of  ammunition  in  Arms  Room. 

17.  Determine  the  number  of  rounds  of  ammunition  assigned 
to  the  Arms  Room. 

18.  Determine  the  number  of  rounds  present  in  the  Arms 
Room. 

19.  Determine  the  number  of  bc^yonets  assigned  to  the  unit 

20.  Determine  the  number  of  bayonets  present  in  the  Arms 
Room. 

21.  Establish  the  name  of  individual  conducting  quarterly 
inventory. 

22.  Determine  the  total  number  of  weapons  stored  in  Arms 
Room  at  time  of  quarterly  inventory. 

23.  Determine  the  serial  nunbers  of  all  Arms  Room  keys. 

24.  Determine  the  name  of  the  individual  relieved  from 
responsibility  of  the  Arms  Room  keys. 

25.  Determine  the  name  of  the  individual  accepting  responsi¬ 
bility  for  the  Arms  Room  keys. 

26.  Determine  the  serial  number  of  the  weapon  turned  in 
for  maintenance,  and  the  unit  to  which  it  is  assigned. 

27.  Determine  who  turned  in  the  weapon  for  maintenance. 

28.  Determine  who  the  weapon  was  issued  to  for  evacuation 
to  MMD. 
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MODULE  3-6-1 


REFERENCE:  1.  XVIII  Airborne  Corps  and  Fort  Bragg  Letter,  Subject: 

Implementing  Instructions  for  the  Use  of  Fort  Bragg 
Forms  2488  thru  2488-5,  Dtd  6  Dec  77. 

2.  XVIII  Airborne  Corps  and  Fort  Bragg  Letter,  Subject: 
Implementing  Instructions  for  USAR  Use  of  Fort  Bragg 
Forms  2488  and  2488-3. 


WHAT  TO  DO: 


1. 

Check 

the 

entry 

in 

2. 

Check 

the 

entry 

in 

3. 

Check 

the 

entry 

in 

4. 

Check 

the 

entry 

in 

5. 

Check 

the 

entry 

in 

6. 

Check 

the 

entry 

in 

Bragg  Form  2488-1 . 

7.  Check  the  entry  i 

8.  Check  the  entry  i 

2488-1 . 

9.  Check  the  entry  i 

10.  Check  the  entry  i 

2488-1. 


Section  one  of  the  Fort  Bragg  Form  2488. 

Section  one  and  three  of  Fort  Bragg  Form  2488. 
Section  four  of  the  Fort  Bragg  Form  2488. 

Section  six  of  Fort  Bragg  Form  2488. 

Section  eight  of  Fort  Bragg  Form  2488. 

"Weapons  and  Ammunition  Issued”  section  of  Fort 

"Type  Weapon"  section  of  Fort  Bragg  Form  2488-1. 
"Weapon  Serial  Number"  Section  of  Fort  Bragg  Form 

"Issued  To"  section  of  Fort  Bragg  Form  2488-1. 
"Weapon  Returned  To"  section  of  Fort  Bragg  Form 


1 1 .  Check 

12.  Check 

13.  Check 

14.  Check 

15.  Check 
column  of 

16.  Check 

17.  Check 
2488-3. 


the  entry 

the  entry 

the  entry 

the  entry 

signature 
Fort  Bragg 

the  entry 

the  entry 


in  "Date  of  Entry"  column  of  Fort  Bragg  Form  2488-2. 

in  "Purpose"  column  of  Fort  Bragg  Form  2488-2. 

in  "Unlocked  By"  column  of  Fort  Bragg  Form  2488-2. 

in  "Locked  By"  column  of  Fort  Bragg  Form  2488-2. 

of  individual  in  "Signature  of  Responsible  Person" 
Form  2488-2. 

in  "Type  Ammunition"  column  of  Fort  Bragg  Form  2488-3. 
in  "No.  Rounds  Assigned"  section  of  Fort  Bragg  Form 


18.  Check  the  entry  in  "No.  Rounds  Present"  section  of  Fort  Bragg  Form 
2488-3. 
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MODULE  3-6-1 


19.  Check  the  entry  in  "Ne>.  Bayonets  Assigned"  section  of  Fort  Bragg 
Form  2488-3. 

20.  Check  the  entry  in  "No.  Bayonets  Present"  section  of  Fort  Bragg  Form 
2488-3. 

21.  Check  the  entry  in  "Signature  of  Inventory  Officer  and  Data"  section 
of  Fort  Bragg  Form  2488-3. 

22.  Ascertain  the  sum  of  entries  in  "Present  and  Not  Present"  column 
of  Fort  Bragg  Form  2488-3. 

23.  Check  the  entries  in  Section  one  of  Fort  Bragg  Form  2488-4. 

24.  Check  the  entry  in  Section  two  of  Fort  Bragg  Form  2488-4. 

25.  Check  the  entry  in  Section  three  of  Fort  Bragg  Form  2488-4. 

26.  Check  the  entry  in  "Serial  Number  and  Unit"  column  of  Fort  Bragg 

Form  2488-5. 

27.  Check  the  entry  in  "Turned  In  By"  column  of  Fort  Bragg  Form  2488-5. 

28.  Check  the  entry  in  "Issued  to  (Evac)"  column  of  Fort  Bragg  Form 

2488-5. 


WEAPONS  AND  AMMUNITION  PHYSICAL  COUNT/INVENTORY  (^/JOZ/Tt/L)/) 


TYPE  OF 

WEAPON 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

KEY 

BAY 

signature  of  persons 

RELIEVED  AND  ACCEPTING 

CUS1  OOY  OF  ARMS  ROOM 

— 

OATF 

TIME 

2 

IN  ARMS  ROOM 

XX 

■ 

■ 

■ 

■ 

a 

S.RC-tHUiO- 

/to  D/3cAep*»t*tas 
/Jo  ten 

7  DATE  TIME 

h/a 

mumm 

m 

n 

■ 

| 

| 

B 

1 

■ 

6  ACCEPTED: 

6  DATE 'TIME 

TOTAL 

»» 

■ 

■ 

■ 

Rj 

■ 

■ 

6/auareae.  -  MU-  or* 

3£Lf- 

£/pcA*»**) 

2. 

IN  ARMS  ROOM 

■ 

■ 

■ 

-31 

■ 

■ 

■ 

5.  RELIEVED: 

rim—tf— i 

m 

■ 

■PHU 

mi 

m 

6.  ACCEPTED. 

4. 

TOTAL 

m 

B 

mi 

2.  1 

IN  ARMS  ROOM 

5.  RELIEVED:  ”  ” 

[/.DAte.tIMe - 

3. 

SIGNED  OUT 

6.  ACCEPTED: 

8.  DAT  FfTIME 

4. 

TOTAL 

2. 

IN  ARMS  ROOM 

_ 

5.  RELIEVED 

7.  DATE/TIME 

3 

SIGNED  OUT 

6.  ACCEPTEO: 

8.  DATETfiME 

4, 

TOTAL 

2 

IN  arms  ROOM 

5.  RELIEVED 

7.  DATE/TIME 

3. 

SIGNED  OUT 

T accepted 

BTJSTFmF^E 

4. 

TOTAL 

REMARKS 

6o  Herat)  Mt*C 

9.  SIGNATURE  OF  VERIFYING  OFFICER: 

s/A 

am  po»m  mu.  i  occ  yy 


Quwretty  tffr&zA  serial  nutber  cwanow  up  trapots  aid  AffiurnoH 


THE  FOLLOWING  DOW  AMMUNITION  AND  BAYONETS  WERE  INVENTORIED 


ROUNDS 


•AVONCtm 


ARMS  FACILITIES 


PERSON  ACCfT  mo/  1 
RECEIVING  CUSTOrVt  OF 
ARMS  ROOM  SIGNATURE 

2. 

RELIEVED 

3. 

ACCEPTED 

2. 

RELIEVED 

T" 

ACCEPTED 

2. 

RELIEVED 

3. 

ACCEPTED 

1 

2. 

RELIEVED 

3. 

ACCEPTED 

2. 

RELIEVED 

3. 

ACCEPTED 

4.  SIGNATURE  OF  VERI-  DATE/ 
FYINC  OFFICIAL  TIME 


►hint 


SIGNATURE 


APONS  CONTROL  REGISTER 


COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  SUPPLY 
MODULE:  3-6-2 


PHYSICAL  SECURITY  OF  WEAPONS 


REFERENCE: 
AR  190-11 
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MODULE  3-6-2 


PHYSICAL  SECURITY  OF  WEAPONS 


TASK: 


CONDITION: 

STANDARDS: 


REFERENCE: 


To  emphasize  key  aspects  of  physical  security  as  it  applies 
to  arms  and  arms  room  control . 

Given  the  guidance  in  this  module  with  reference  to  AR  190-11. 
You  will  be  able  to: 

1.  Verify  who  is  assigned  a  specific  weapon. 

2.  Determine  the  frequency  for  unannounced  inventories. 

3.  Verify  the  key/lock  custodian. 

4.  Determine  the  maximum  number  of  on  the  unaccompanied 
access  roster. 

5.  Determine  the  storage  requirements  of  the  firing  compon¬ 
ents  of  small  arms. 

AR  190-11,  Physical  Security  of  Weapons,  Ammunition  and 
Explosi ves . 


WHAT  TO  DO: 

1.  Insure  that  each  individual  is  issued  a  DA  Form  3749,  Weapons  Receipt 
Card  for  his/her  assigned  weapon.  (Reference  2-5b(l)). 

2.  Insure  that  DA  Form  3749,  Weapons  Receipt  Card  is  turned  in  to  the 
Arms  Room  when  the  individual  is  drawing  his/her  assigned  weapon. 

(Reference  2- 5b ( 1 ) ) . 

3.  Insure  that  unannounced  inventories  by  your  next  higher  headquarters 
are  conducted  quarterly.  (Reference  2-5a(4)}. 

4.  Insure  that  the  required  locks  are  used  to  secure  arms  storage  containers 
and  facilities.  (Reference  2-8.) 

5.  Insure  that  keys  to  arms  room  are  properly  maintained,  inventoried, 
rotated  and  accounted  for  by  authorized  individuals.  (Reference  2-8c.) 

6.  Insure  that  a  key  and  lock  custodian  has  been  appointed.  (Reference  2-8d.) 
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7.  Insure  that  unaccompanied  access  roster  is  limited  to  seven  people 
including  the  comnander  with  a  satisfactory  NAC  or  ENTNAC.  (Reference  2-1 3a.) 

8.  Insure  that  all  small  arms  are  temporarily  inoperable  by  removing  firing 
components.  (Reference  2-16  and  Figure  2-1.) 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  FOOD  SERVICE 
MODULE:  4-1 


DA  FORM  2970,  SUBSISTENCE  REPORT 
AND  FIELD  RATION  REQUEST 


REFERENCE: 
AR  30-1 


a 

? 


NODULE  4-1 


DA  FORM  2970,  SUBSISTENCE  REPORT 
AND  FIELD  RATION  REQUEST 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DA  Form  2970,  Subsistence  Report 
and  Field  Ration  Request 

Given,  a  DA  Form  2970,  and  guidance  within  this  module. 

You  must  be  able  to: 

1.  Know  who  is  responsible  for  preparing  this  form. 

2.  Determine  If  the  figures  are  correct. 

AR  30-1,  The  Army  Food  Service  Program. 


WHAT  TO  DO: 

1.  Insure  that  a  DA  Form  2970,  Subsistence  Report  and  Field  Ration  Request 
(Feeder  Report)  is  prepared  at  the  orderly  room.  (Reference  Appendix  F) 

2.  Insure  that  the  figures  entered  on  line  3,  columns  b  and  c  reflect  the 
total  number  of  assigned  and  attached  enlisted  personnel  present  for  drill. 
(Reference  para  3-47.1  and  Appendix  F). 

3.  Insure  that  a  copy  of  the  DA  Form  2970  is  furnished  to  the  food  service 
sergeant  for  consolidation,  further  preparation,  and  filing.  (Reference 
Appendix  F). 

4.  NOTE:  Total  nuirter  of  assigned  and  attached  enlisted  personnel  present 
for  drill  on  DA  Farm  2|7Q  Met  e^ual  the  total  number  of  enlisted  personnel 
present  for  drill  as  Indicated  on  the  DA  Form  1379,  Unit  Record  of  Reserve 
Training. 


SUBSISTENCE  REPORT  AND  FIELD  RATION  REDDEST 

For  uu  of  this  form.  m«  AR  JO  1;  tht  propo;*nt  igtoey  it 
Offic*  of  tht  Dtputy  Chitf  of  Stiff  for  Luflittict. 


□  SUBSlSTfNCt 
R6POR1  ONLY 


CONSOl.  lOATf  r* 


pl  moo  op 


fHOM  (Induifi  ZlPCttlil  /  »'•  >  Vwf'Vj/i  /«- 

/Jn<y  u 


77  7  ^  &t  X- 


SECTION  A  SUBSISTENCE  RESORT 


ACCUMU¬ 
LATED  FROM 

last  report 


ASSIGNED  AND  ATTACHED  ACTIVE  ARMY  ENLISTED  PERSONNEL  (WEEKDAYS) 


2.  AUTHORIZED  TO  BE  SUBSISTED 
WITHOUT  REIMBURSEMENT 


ASSIGNED  AND  ATTACHED  ACTIVE  ARMY  ENLISTED  PERSONNEL  (WEEKENDS  &  LEGAL  HOLIDAYS) 

3?"  AUTHORIZED  TO  BE  SUBSISTED  C)TZ  CJ 

^  UUirumiT  DC  iiidi  inrc^ir  sit  /  J  /A 


WITHOUT  REIMBURSEMENT 


SECTION  B  FIELD  RATION  REQUEST 


REGULAR  MEAL 


SHORT  ORDER/BOX  LUNCHES 


COMMANDER'S  WORKBOOK  FOR 
ADM N I STRATI ON/LOG I ST ICS 


GROUP:  FOOD  SERVICE 
MODULE:  i<-2 


SB  10-263,  14  DAY 
US  ARMY  RESERVE  COMPONENT  MENU 


REFERENCE: 
AR  30-1 


MODULE  4-2 


SB  10-263,  14  DAY  MENU  FOR  RESERVE  COMPONENTS 

TASK:  To  emphasize  key  aspects  of  SB  10-263,  14  Day  Menu 

CONDITION:  Given,  SB  10-263,  Schedule  and  guidance  within  this  module. 

STANDARD:  You  must  be  able  to: 

1.  Review  menu  schedule 

2.  Review  menu  applicable  to  drill  dates 

3.  Review  menu  changes 

REFERENCE:  AR  30-1,  The  Army  Food  Service  Program. 

WHAT  TO  DO: 

1.  Insure  that  a  valid  14  Day  Menu  is  on  hand.  (Para  3-5?b). 

2.  Insure  that  the  14  Day  Menu  schedule  is  being  followed. 

3.  Insure  that  all  authorized  menu  components/i terns  are  available  and  posted 
Cooks  Worksheet,  DA  Form  3034.  (Para  3-47-1  and  3-53,  AR  30-1). 

4.  Insure  that  only  authorized  menu  changes  are  incorporated  into  the  menu. 


1933 


RtSESVE  COaPOIIElIT 
lilACliVE  DUTY  (IDT) 

14  DAY  MENU-  SCHEDULE 

THRU  CY  83 

WEEKLY  DRILLS 


MONTH 


1082 


ISf  DRILL  DAY 


2D  DRILL  DAY 


JANUARY 

LUNCH 

9 

DINNER 

10 

FEBRUARY 

LUNCH 

11 

DINNER 

12 

MARCH 

LUNCH 

19 

DINNER 

14 

APRIL 

DINNER 

1 

LUNCH 

2 

MAY 

D'ANER 

3 

LUNCH 

4 

JUNE 

DINNER 

5 

LUNCH 

6 

JULY 

DINNER 

7 

LUNCH 

8 

AUGUST 

DINNER 

9 

LUNCH 

10 

SEPTEMBER 

DINNER 

11 

LUNCH 

12 

OCTOBER 

dinner 

13 

LUNCH 

14 

’  NOVEMBER 

LUNCH 

I 

DINNER 

2 

1  DECEMBER 

LUNCH 

3 

DINNER 

4 

JANUARY 

LUNCH 

5 

DINNER 

6 

FEBRUARY 

LUNCH 

7 

DINNER 

8 

MARCH 

LUNCH 

9 

DINNER 

10 

APRIL 

LUNCH 

11 

DINNER 

12 

MAY 

1  UNCH 

13 

DINNER 

14 

JUNE 

DINNER 

1 

LUNCH 

2 

JULY 

DINNER 

3 

LUNCH 

4 

AUGUST 

DINNER 

5 

LUNCH 

6 

SEPTEMBER 

DINNER 

7 

LUNCH 

8 

0CY08Er. 

DINNER 

9 

LUNCH 

10 

NOVEMBER 

DINNER 

11 

LUNCH 

12 

DECEMBER 

DINNER 

13 

LUNCH 

14 

The  '4Qjy  Menu.  S3  10-263.  will  be  fcllowcd  cfunrig  IDT  when  urn's  a«e  requisitioning  subsistence. 
Che*  '•jet  in  the  menus  by  the  AHtiG  .State  Menu  GcJ'd  and  approved  by  the  State  Adjutant  General 
ni  jr  be  rmvid'd  to  the  support.?  I  ju’ivity  I 'OS  \)  m  sufficient  tun*.*  to  f2C‘l»t:tu  timely  supply  action 
C'amje*  required  by  l .IS  Arrr.y  Ho'^rve  Units  II  R-  VII  w»M  be  Cut  .'dmjied  during  the  monthly  support 
my  tns  cllj? non  Menu  3o:rd  meetings.  The  14  0./  Menu  wdl  be  used  m  the  sequent  js  established  by 
FORSCriM.ronrcfir.rtvJ  with  TJSA  and  th?  snp;.*y t«.  d  Poser  ve  (Vnponcnt  for  c !l  meals  prepared 
during  ,&r.  The  tbo\e  15  a  rtccrnnandud  rVt  i  '•  ?  tcciuvnce  vS  prv.rnl.d  m  A  T  20  1  and  tiGR  30 -1. 

*Ho*  Oy  me;  Is  —  Tlri  Thsr.hsgiving  or  Christ mas  hul.'hiy  meal,  as  pjb'dhcd  in  S3  1C  263.  may  be 
.luh1  by  003  cr  OCAR  for  service  dung  the  scheduled  IDT  assembly. 
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COMMANDER'S  WORKBOOK  FOR 
ADMINISTRATION/LOGISTICS 


GROUP:  FOOD  SERVICE 
MODULE:  4-3 


DA  FORM  2970 

SUBSISTENCE  QUARTERLY  REPORT 


REFERENCE: 

CHANGE  TWO  TO  AR  30-1 


MODULE  4-3 


DA  FORM  2970  FOOD  SERVICE  SUBSISTENCE  REPORT  QUARTERLY  REPORT 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DA  Form  2970,  Food  Service  Subsistence 
Report 

Given  DA  Form  2970  and  guidance  in  this  module. 

You  must  be  able  to: 

1.  Review  form  for  computation  accuracy 

2.  Review  form  for  completeness 

Change  Two  AR  30-1,  dated  April  1980,  The  Army  Food  Service  Program. 


WHAT  TO  DO: 

1.  Insure  that  the  DA  Form  2970  Subsistence  Report  (Quarterly  Report)  is  prepared 
and  forwarded  to  the  MUSARC.  (Reference  Para  3-47-1  and  Appendix  F  of  AR  30-1.) 

2.  Insure  that  the  figures  entered  on  Line  3,  columns  b,  c,  and  d  reflect  the  total 
number  of  assigned  and  attached  enlisted,  only  present  for  drill.  (Reference 
Table  F-l,  Appendix  F).  Para  3-47.1,  AR  30-1. 

NOTE:  Total  number  of  assigned  and  attached  enlisted  personnel  present  for  drill 
on  DA  Form  2970  must  equal  the  total  number  of  enlisted  personnel  present  for  drill 
as  indicated  on  the  DA  Form  1379  Unit  Record  of  Reserve  Training. 

3.  Insure  on  Line  7,  1,  2,  and  3,  that  total  headcount  of  all  personnel  subsisted 
is  indicated.  I.E.,  7-1  when  subsistence  is  received  from  military  sources.  Line 
7-2  when  unprepared  subsistence  ingredients  are  purchased  from  the  local  economy. 
Line  7-3  to  report  headcount  for  commercial  catered  meals. 

4.  Insure  Lines  8-1  thru  17  are  completed  as  prescribed  in  Appendix  F. 

5.  Insure  Section  F  (Remark  Section)  contains  the  following  information: 

Total  receipts,  total  value  earned  and  over/under  status  of  unit,  reference  para¬ 
graph  3-47-1. 

6.  Insure  after  the  report  is  reveiwed  and  signed,  it  is  forwarded  five  days  after 
the  quarter  ends. 
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15  January  1980 


C  2,  AH  30-1 


SUBSISTENCE  REPORT  AND  FIELD  RATION  REQUEST 

f  ©<  uw  o'  »*'•»  'o''*'  m«  4 R  30  1  iht  B>epON*m  a  pane*  it 
CH < >t •  O'  m*  OaowTV  C h»#f  O'  bt*M  'o<  Eofiiutl 


TC  UnciwRa  2**  Coo*1  . 

Saru  T2A»jt>Jk  Pi  * 

a,  txaJ:  wo®  A prtteA. 

y/A.  23992. 


THRU  linciuoe  ZIP  Coo# i 


BagaaBEaEfflaiBaii 


FROM  Urtc.wOf  Zl*  C  00*1 

Soar*  sPT  &P£ 

Ot* O***  U5AR  CtZ*JT6JL 

FO*T  L&Z,  VA  £3601 


JAM  FES  MAR 

bed 


ASSIGNED  AND  ATTACHED  ACTIVE  AAMV  ENLISTED  *f  RSONNEl. 


2.  AUTHORIZED  TO  BE  SUBSISTED 
WITHOUT  REIMBURSEMENT 


ASSIGNED  ANC  ATTACHED  RESERVE  COMPONENT  ENtlSTED  PERSONNEL 


3  AUTHORIZED  TO  BE  SUBSISTED 
WITHOUT  REIMBURSEMENT 


*CCvlVU 

LA*"  t  Z  *  ROW 

LfcST  Mf»ORT 


DATE  (Si  FOR  which  MEALS  are  ror 


breakfast 


BSEaJBBB33BIBBEffiHgi 


REGULAR  MEAL 


short  order/box  lunches 


SECTION  C  MEAOCOUN’  DATA 


i  j.mbTTi  i:?  w  inirmun 


1  CT  Al  OF  A*t  £  ULTU 

COllimnS  I  1**CD»FO>a 

1  LAST  Afe»ORT 

f 


7.n  headcount 


IWHEK  SUBSISTENCE  IS 

D  .  ISO  i  i;o  HO  i 

IT  ARY  ISSUE  ACTIVITY) 

72  HEADCOUNT 

1WMEN  UNPREPARED  SUB 
■SlSTENCE  is  obtained 

FROM  COMMERCIAL  SOURCES  1 

niTAJUTlO*  1KST»UCT1W£  fOL  USEXVZ  COPfrOWDCS 
0*1  T.  Ua c«  on  1  \t>  thta  block  If  CM  report  Ik  lor  on*  wit  •only. 


CONSOLlftATtS.  rile*  u  1  U  this  block  if  ch#  dialog  (wllUj  la 
auMiitUi  aart  tku  om  «oll. 

SLBS1ST1XCZ  UNIT  OtT.l .  Cneck  Chia  block  ohor  outwitting  IM 
authorised  streaglh  one  beaacowfit  oat*. 

IVJI5! JTtXCt  XCOtTST.  Choc*  thia  bloc*  onot.  r*a»e*ting  mb- 
•latooco. 

Pimo:  or.  Enttr  CM  aontMa)  ane  year  cohering  CM  raaori 

TO,  Ukm  nparciH  acfonftb  one  haadcount.  indicate  cm 

*we**rri»«  fZJlAMC.  What.  r«««*auni  aubaiatenc* .  indicate 
CM  atal|M:tm  of  in#  twipcmni  laaoe  aeilvii*. 

TMIL.  Indicate  tM  euaacrtiag  rfJSABZ  *a»ro*:»|  eubeietance 
immiiH  in  beetle*  I. 

non.  On: i  keaignatier  an c  eddreaa  eoboictieg  roerrt. 

UKI  l.  Col  b.e.d.  Intar  nor :mi  ceaerec  I"  tn*  reaerr . 

LlKt  3.  Col  b.e.d.  Intar  tM  actual  nuaoer  of  er  listed 

f«r aaooal  evlboftsod  ration*  one  uara  »nya*c*ll»  preaam 
far  !9T  Nrtai  aac r.  mor.it.. 

Col  a.  Cntar  th#  (0<ii<ll'<  ratal  of  tM*  if  ctluni 


Col  1.  tntar  in*  figure  from  cel war  |  of  tn«  t>i««i.  u* 
twn.  If  tM*  i»  tb*  fine  raoor:  for  rna  7f.  thi* 
eeluoiotil  H  left  blana.' 

Col  g.  TM»  la  tn#  total  of  coluana  a  a r>e  1. 

LIKtS  *  end  i  When  raaweating  will,  mlicatt  (titui  *«*.  u 
rnvtm.  nwMa?  of  at*n,  an<  tn*  oa«:  Mittuar  i  roe  St 
1C-2SJ. 

Lint  «.  tntar  aetata)  far  vmcn  haaecowM  la  t«wu<tc 

LT vr_5  *.1.1.1.  Inter  tn#  of  all  »#f*oin«.  aubaieced 

v:tf  o-  witnOLt  triatvrifatn: .  line*  *  tnrcugr  te.want 
•  tnroapR  |  «:ii  or  sot;.itf:  if  t n*  ft***  *«nnar  at  line  1 
L;n«  *.«  a...  m  u«rc  w»er  *vb«tst#r><#  it  rtet:**: 
free  Blliurt  t*vrc«« .  l»n*  M  *:il  M  «.»«.  *i>*f 
#«e»i»j*nr*  iniEfcitRit  #r*  vwrCMftOC  1  t  or  sf*#  loc*. 
tenant ;  Hr.*  ’  *  i  .  .  n*  litre  tv  r#r>*fi  Maorownr  lv* 

eono*rci#:  rater*?  oral*. 

.I'l:  f.  •  »•#*  ’  Tr..N  »r:ia-  c'  im  ut  •  .  .  t*a  (OAMttC  •- 

rr#»(r*.o#c  »»  aneenc . »  .  :  urn  ten :  i«n«.  ea:t  s*  ree»ir# 


Sl'ESlETlKCE  REPORT  AND  FIELD  RATION  REQUEST 

F  t t '  •  .4  * .  -  n  »««  Ah  >».•  1  i  r>«  nc  ,  n 

Lrft it*  j<  !»*•  L-MJ^rv  ut  'ui 


CONSOL lOAT  £  C 


>nc>oa«  2l>-  Code 


THfil,.  iiHCiUdt  2lP  Cod*) 


_ "  j  /'A- 

I  F  f  TM  (include  ZIP  CepdeJ 


:  _  /<  /'  ( 


Sf'-T TIN  A  SUBSISTENCE  REPORT 


ACCiy  Vu 
lAT  t  C  *-►».  M 
wAST  «fP0«  : 


NO  ATTACH  ED  active  ARMY  EN.^S"  :  D  P£  RSONNF  L 


~sU7-j'S;Z£D  Tn  BE  SUBSISTED 
Without  reimbursement 


ASSIGNED  AND  ATTACHED  RESERVE  COMPONENT  ENLISTED  PERSONNEL 


AUTHORIZED  TO  BE  SUBSISTED 
WITHOUT  REIMBURSEMENT 


(S'  FOR  YVHICH  MLALS  ARE  ROR 

5  NUMBER  OF  I  BREAKFAST 

MEALS  [LUNCH _ 

REQUESTED  j  DINNER 


DATE  (SI 

a 


AL  PERSONNEL  SUBSISTED 


?  1  HEADCOUNT 

•WHEN  SUBSISTENCE  IS 
RTAiNr  D  FRO*  A  MIL 
RY  ISSJE  ACTIVITY) 


SECTION  B  FIELO  RATION  REQUEST 


REGULAR  MEAL 


SHORT  ORDER/BOX  LUNCHES 


SECTION  C  HEADCOUNT  DATA 


C 


~-d-  1 

|  TOTAl  OF 

1  COLUMNS 

j  ic*c»a! 

1  e 

CU«UcATl  Vi 
TOT  A  c. 

TO  Date  (#*t. 


7-2  HEADCOUNT  ^ 

<WHfcN  UNPREPARED  SUB¬ 
SISTENCE  IS  OBTAINED  i 

FROM  COMMERCIAL  SOURCES)  j 

D/BR 


6.1  TOTAL  NUMBER  OF  MEALS 
FOR  WHICH  CASH  PAYMENT 
WAS  RECEIVED 


8-2  CASH  PAYMENT  FROM  DEP, 
RELATIVES  AND  GUESTS 
12  YEARS  OF  AGE  AND 
OVER 


£.3  CASH  PAYMENT  FROM  DEP 
P  E  l  ATIVES.  AND  GUESTS 
UNDER  : 2  YEARS  OF  AGE 


'  C  ~~  L  NUMBER  OF  MEALS  FOR 
-•  _  -  PAYMENT  WAS  ACCOM- 
IShED  EY  PAYROLL 
..EDUCTION 


DA  ,‘LT™  2970 

REPLACES  ED.TION  Cc  1  JAN  77  V.MICH  IS  OBSOLETE. 

4-1: 

• 

» 

FT 


ScCTiOMC  Mfc  ACCOUNT  OaTA 


date  <s) 

_ _  _a _ 

.■TA:  pERSOn\£L  SUBSISTED 


1C  TCTiL  r.UMBEROFMEALS 
FINISHED  TO  TRANSIENTS 


15.  SERVICE  AND  COMPONENT 
(Specify) 


16  SERVICE  AND  COMPONENT 
tspvcifr) 


17.  SERVICE  AND  COMPONENT 
(Specify! 


SECTION  F  -  REMARKS 


zor  xect'frj 

Ucc  f  - 

££/  & /ut-  Jt  A  <7 

/-/  (Z  _ 

fiuG- 

ScfT  - 

£>U  ~  r-y/ $7*  /us 

rtC  )  /  c  )  DC  2 

I 


E 

TYPED  NAME.  GRADE.  TITLE,  AND 
AUTOVON  PHONE  NO. 

signature 

K 

< 

I 


«  U.S.  GOVlS^nt  pointing  Of'ici;  !  S7S-3:0-“* !  /eC3 
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COMMANDER'S  WORKBOOK  FOR  GROUP:  FOOD  SERVICE 

ADMIN I  STRATI  ON/LOGISTICS  MODULE:  4-4 


DD  FORM  1544, 

CASH  MEAL  PAYMENT  SHEET 


REFERENCE: 
AR  30-1 
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MODULE  4-4 


DD  FORM  1544  (CASH  MEAL  PAYMENT  SHEET) 


TASK: 

CONDITION: 

STANDARD: 


REFERENCE: 


To  emphasize  key  aspects  of  DD  Form  1544,  Cash  Meal  Payment  Sheet 
Given,  DD  Form  1544  (Cash  Meal  Payment  Sheet) 

You  must  be  able  to: 

1.  Determine  if  Cash  Meal  Payment  Sheets  are  secured. 

2.  Determine  the  proper  control. 

3.  Determine  if  sheets  are  being  authenticated  and  signed. 

4.  Determine  if  correct  >al  prices  are  being  posted  and  charged. 

5.  Determine  if  correct  closeout  procedures  are  used. 

AR  30-1,  The  Army  Food  Service  Program. 


WHAT  TO  DO: 

1.  Insure  that  security  procedures  are  established  to  safeguard  the  DD  Form  1544 
and  cash,  para  3-55  b,  AR  30-1. 

2.  Insure  designated  officer  has  signed  cash  meal  payment  sheet,  in  the  appropriate 
block  before  being  issued.  Insure  all  food  charges,  surcharges,  and  per  diem  sur¬ 
charge  rates  that  are  specified  in  the  table  of  meal  rates,  page  5-11,  AR  30-1,  are 
entered  by  the  Food  Service  Sergeant  prior  to  sheet  being  issued  to  the  headcounter. 

3.  Insure  that  all  issues  are  recorded  on  the  Control  Record  for  Dining  Facility, 

DD  Form  1544  (DA  Form  3546-R)  Para  3-57,  AR  30-1. 

4.  Insure  the  following  information  is  entered  properly  for  each  meal  and  each 
category  of  diner: 

a.  Grade:  The  diner  will  abbreviate  his  grade  as  indicated  (E1-E4,  0-1,  0-3). 

b.  Name:  The  diner  will  sign  his  first  name,  middle  initial,  and  last  name. 

All  entries  will  be  in  blue  or  black  ink. 

5.  Since  this  form  is  to  be  used  until  completed,  insure  that  it  is  signed  after 
final  collections  on  each  drill  date  by  the  headcounter,  final  headcounter,  or  food 
service  sergeant,  who  will  total  up  the  various  columns  and  close  out  the  form, 
para  3-62  c(2),  AR  30-1. 
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C A°H  MLAI  I’AVMt  NT  SHECT 

i'LL  I  C  D  UIILN  THE  GOVERNMENT  iS  TU  BE  RE  IMBUHSE  D  FOR  MEALS  FUR~?jfSHED 


I  SERIAL  NO.  _  _ 

_  0.  _3>62¥36_ 


II.N  OR  DINING  FACILITY 


(£) 


Co__D1  QMS  BDE  FT  L££ ,  144. 


}  __  (0)  rooo  I'M  AH  CCS 

3  .65  p-~/.OS 


/  ¥5 


v£\/20 

C'.r - 


DB 


1  /  05 


Othar 


© 
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Z$! 

.25 


INCLUSIVE  DATES  COVERED 


-ROM 

(?)  26  Oct  76 


SURCHARGES  IS/C) 


BR 


'.25 


.25 


DB 


.  v a 


OOLLAR  VALUE 


•  25 


Other 


THROUGH 

®29  Oct  76 


(l)  PER  DIEM  SURCHARGE 


.90 


BR 


7  60 


/.  &o 


DB 


2  30 


/■60 


Other 


DOLLAR  VALUE 


’ *PI 1  ,f.7ri*±£u,\ 

" .  T" 


.56 


BALANCE  BROUGHT 
FORWARD 


3.30 


I S¥o 


%/os 


5/£>\ 


2LT\ 


orr- 


12E3 


<w| 

£-± 

£4 


)£-3 


o-j_ 

0-1 

q-2 

M 


0-4 


.(2) 

.(3) 

«> 

-(5) 


This  block  *-J|  be  completed  b>  AG  printing  or  by  the  Inuallttion  DD  Form  1544  Control  Officer. 
ORGANIZATION:  Will  be  completed  by  the  food  service  sergeant  prior  to  the  sheet  being  issued  to  the_ 
headcounter.  It  *  ill  include  the  unit  and  installation  designation. 

I  ROM.  This  is  the  date  on  which  the  *lnt  meal  is  sold.  m 

THROUGH:  Tins  H  the  last  date  on  which  a  meaJ  was  sold  using  thi«  sheet. 

FOOD  CHARGES:  \  The  applicable  prices  to  be  collected  by 

r  each  meal  and  each 
e  entered  in  the 
f  the  food  service 

PER  i'ILM  SURCHARGES:  '  sergeant  prior  to  the  sheet  being  used. 

GRADE:  The  diner  will  abbreviate  his  grade  as  indiaifed  (PFC,  CPL.2LT,  CPT,  or  E*l,  E-4, 0-1 , 0-3)  ~ 
The  dining  facility  employee  will  put  CEC  or  CEA  in  thi*  column. 

Name  Thisdinei  will  sign  his  First  name,  middle  initial,  and  last  name  in  ink  in  this  space.  11  1  j 


06)  SURCHARGES; 

0) 

“(8) 

-(9) 


}Tne  applicable  prices  to  tu 
the  hesdcou.iter  for  each  . 
ategory  of  dina  w-jJl  be  c 
■ppropriate  block'  by  the 

_ _ _ .  L.  .  .A _ • 


Any  officer  authorized  to  eat  without  paying  the  surcharge  will  denote  his  authorization  above  his  name  as 
depicted  in  the  example  above. 

V»v)  DOLLAR  VALUE.  The  dinet  will  indicate  in  the  appropriate  column(s)  the  monies  being  paid  for  the 
meal  being  consumed. 

“(11)  TOTAL:  These  blocks  will  be  computed  when  the  left  side  of  the  form  has  been  filled,  when  the  entire 
form  has  been  filled  or  when  the  unused  portion  of  the  form  is  lined  out  in  order  for  the  form  10  be 

-  form'd  in  The  net  c*sh  overage  or  shortage  as  reflected  on  the  DA  Form  3546-R  will  be  entered  on  — 
the  appropriate  line  and  the  Cash  Turned  In  block  computed. 

_  (1 2)  SIGN  A 1  URL  OF  UNIT  COMMANDER  OR  FOOD  SERVICE  OFFICER:  The  designated  officer  will  — 
authenticate  the  sheet  in  this  block. prior  to  its  use. 

.(13)  SIGNATURE  OF  LAST  OR  ONLY  HEADCOUNTER:  Since  this  (01  in  is  to  be  used  until  completed.  — 
this  block  will  only  be  signed  by  the  headcounter  making  final  collections.  Prior  headcounter?  w-ill 

complete  Blocks  (8)  and  (9)  on  the  next  uuuwd  line  on  the  page  In  Block  (10)  he  will  pul  the  date  _ 

that  diners  signet!  and  he  collected  money. 

_ NOTE: 

1  The  final  headcounter  or  food  service  sergeant  will  total  upr  the  various  columns 
and  close  out  form. 

2.  All  cash  avemges/shortages  will  be  explained  on  the  reverse  side  of  this  form  and 
DA  Form  3546-R. 
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TOTAL  CHARGES 
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CASH  TURNED  IN 
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i  StGN/VI  IJRE  Of  UNIT  COMMANDER  OR  FOOD  SERVICE 

3  ofucrn 
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s 
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R  EM AR  KS  cUjUL.  to  'f!*.^<L*20<AsA-X~ 
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SIGNATURE  OF  LAST  OR  ONLY  HEADCOUNTER 


1 aj 

C.P L. 


A  Figure  3-1 1 


3-G4 


4-15 


15  January  1980 


3  -  S'  D 


C2.AU  ;>()  -! 


CONI  ROL  RECORD  f*OR  DINTIG  F  ACILITY  -  DD  f cm  1544 


_  j  r7pjM^:, 


Arr.HVH)  PY 


Ort'iAM/AUGW 


X  J*>%-  t.oi.j,  Q/‘*l 5  3Dt  /  j  ;/  !  '>rp  !  .‘?2  !~C.  *S  ,L 

.^vtX.gv^  Cc/?e^/?^-!/  /.  ^c  px^K 

£J^t  *  'B~'X _ Cy4_^i^!LZ  ' 

■^S *r^JLX_.£  (ia  f\tQ^  6?£  I  /  I  DC)  ^  ‘0  13.  ^ 

^fyty'.'U  »  C/I,  <3^5  OPS \/  ?<f  j33-  ^  *3  r* 

T/vrJU  C0  A 'QMS  qop  \/y ! ;*•'  |  3  ;T  -<>  ;'c  .3  f  /£-,<« 


v«-«w^a.  r_/ 


PREPARATION  INSTCijCTICNS 


UNIT.  The  designation  of  the  uni*  operating  the  dning  facility. 

SERIAL  NO.  The  serial  number  assigned  the  DD  F^rm  1544  book  and  »>a<  h  sh»-et 
SHEET  NO.  The  number  printed  at  the  bottom  of  the  DD  Form  If  44  sheet  be  vg  i«*-.j?d. 

Each  tirrie  the  sheet  is  issued  record  the  seme  number. 

SIGNATURE.  The  signatu:*  of  the  individual  (normally  h*<»d  counter)  to  which  the  sheet 
is  being  issued. 

ORGANIZATION.  The  erg^m/ Jtion  to  which  the  individual  is  assigned  or  attached  'or 
duty.  This  w  >i  facilitate  locating  the  individual  in  case  a  ijucs  on  antes  at  a  later  date 
r-  <*, corning  the  sheet. 

CHANGE  FUND.  The  arnou:  *  of  cash  given  to  the  heidcounter  as  a  change  fund  This 
column  can  be  left  blank  if  the  unit  is  not  authorized  a  change  fund.  __ 

CATE  ISSUED.  The  date  that  the  indiv>  .al  n;-  reived  the  sheet. 

DA  TE  RECEIVED.  The  date  that  the  sheet  is  returned  to  the  food  service  sergeant. 

No'mally  after  each  meal. 

CASH  OVFR/SHORT.  The  M  or  (-)  cash  difference  between  the  amount  reflected  on  the 

DD  Form  1544  and  actual  cash  will  be  reflected  n  this  cohnn.  Shortages  will  be  >hown  as _ 

(10)  and  overages  as  05.  An  explanation  •-•.■II  be  entered  on  the  reverse  side  of  this  form 

and  on  the  DD  Form  1544.  _ 

CASH  TURNED  IN.  The  tctal  amount  of  c-sh  being  received  by  the  fo:d  service 

seiceant  a'c^g  with  DD  Form  1544.  This  figure  5l,o  iid  e^ual  the  chance  fund  pljs 

;t-.e  amount  co*!«’Cted  for  meals  sold  during  the  srv.ng  pviod.  The  figure  in  this  column 

pUjs  or  min  is  the  figure  reflected  in  Cash  (  +  )  or  {  )  ctUimn  should  •»c;ual  the  amount 

shown  on  the  DD  Form  1544.  — 

S  GNATURE.  The  signature  of  the  person  i«.ct.v.nq  the  money  and  DD  ron  1544 

from  the  headcounter.  _ 

— h — u . ;j i . i — - 
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COMMANDER'S  WORKBOOK  FOR  GROUP: 

ADM I N 1 STRAT I ON/lOG I  ST 1 CS  MODULE : 


THE  RETENTION  MANAGER'S  AND  THE  AST'S 
ROLES  IN  THE  UNIT  STRENGTH  MAINTENANCE  PROGRAM 


REFERENCE: 

1A  REG  140-17 
USAREC/FORSCOM  REG  601-67 
FORSCOM  PAM  690-7 
AR  140-111 
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MODULE  5-1 

THE  RETENTION  MANAGER'S  AND  THE  AST'S 
ROLES  IN  THE  UNIT  STRENGTH  MAINTENANCE  PROGRAM 


TASK:  10  emphasize  key  aspects  of  the  AST's  involvement  in  the  Unit 

Strength  Maintenance  Program. 

CONDITION:  Given  1A  Reg  140-17,  FORSCOM  Pam  690-7,  the  AST  Job  Description, 

and  guidance  within  this  module. 

STANDARD:  You  must  be  able  to  identify  and  evaluate  the  AST's  areas  of 

responsibility  with  regard  to  strength  maintenance;  e.g.,  re¬ 
tention,  reenlistment,  and  referrals. 

REFERENCES:  1.  FORSCOM  Pam  690-7,  Administrative  Supply  Technician's  Handbook. 

2.  1A  Reg  140-17,  First  US  Army  Strength  Maintenance  Program. 

3.  AR  140-111,  Enlistment  and  Reenlistment. 


WHAT  TO  DO: 

1.  Insure  that  the  AST  is  knowledgeable  of  unit  members  who  are  eligible/not 
eligible  for  reenlistment.  (Reference  Chap  3,  AR  140-111,  and  Ch  2,  FORSCOM 
Pam  690-7). 

2.  Insure  that  the  AST  knows  interviewing/ counseling  techniques.  (Reference 
Chap  2,  FORSCOM  Pam  690-7). 

3.  Insure  that  the  listing  of  actual  and  12-month  projected  vacancies  is 
maintained.  (Reference  Para  4-21,  1A  Reg  140-17). 

4.  Insure  that  all  personnel,  pay,  and  other  actions  affecting  members  of  the 
unit  are  expeditiously  handled  (AST  Job  Description). 

5.  Insure  that  MPRJ's,  PFR's  and  clothing  records  are  current.  (See  other  modules 
for  details). 

6.  Recognize  the  fact  the  role  of  the  AST  is  extremely  important  to  retention 
because  his/her  failure  or  slowness  in  accomplishing  any  type  of  action  dealing 
with  the  individual  soldier  can  have  an  adverse  impact  on  strength.  Personal 
concern  by  the  AST  is  a  must. 

7.  Review  the  responsibilities  of  the  additional  duty  retention  manager  (Para 
3-4,  1A  Reg  140-17)  and  establish  guidance  as  to  those  responsibilities  that  over¬ 
lap  or  are  to  be  shared  by  the  AST.  Command  guidance  is  of  prime  Importance  in 
these  areas  so  as  to  Insure  all  areas  are  in  fact  covered  and  coordinated. 


5-2 


